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Latest Update Information

Section Description of Change
webTA 4.2 HR This is the first issuance of the webTA 4.2 HR Administrator
Administrator procedure manual.
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Accessibility for Users of Assistive Technology with webTA

The National Finance Center (NFC) is committed to providing applications that comply with
Federal accessibility laws and standards.

Navigation within Frames

Online help utilizes embedded frames. To navigate between embedded frames:

I.

Select Help. The browser opens. By default, the focus is in the content pane.

2. Press the Tab key to move the focus to the Related Topics (if any).

3. Press the Enter key to open a related topic link.

OR

Press the Tab key to move the focus to the Table of Contents.

4. Press the Enter key to open a different help topic link.

Navigation with Keyboard Shortcuts/Commands

To move forward from link to link or to interactive elements, press the Tab key.

To move backward from link to link or to interactive elements, press the Shift + Tab keys.

To select hyperlinks, press the Enter key.

To select buttons, press the Enter key.

To navigate and select radio buttons, press the up and down arrow keys.

To select and deselect check boxes, press the spacebar.

To navigate and select dates from the Calendar picker, use the following options:

To move to the day to the left, press Control (Ctrl) + left arrow.
To move to the day to the right, press Ctrl + right arrow.

To move to the row above, press Ctrl + up arrow.

To move to the row below, press Ctrl + down arrow.

To change the month, press the page up or page down key.

To navigate and select options from combination boxes, use the following options:

To view all options, press the spacebar.

To move through options, press the up and down arrow keys.




W Publication Category: T&A Processing
3 —

webTA 4.2 HR Administrator

e To select an option, press the Enter key.
e To navigate and select options from a selection box, press the up and down arrow keys.
e To navigate and select options from the Role selection box, use the following options:
e To view all options, press the Enter key.
e To move through the options, press the Tab key.
e To select an option, press the Enter key.

e To navigate and select options from the Transaction Code selection box on the Timesheet
pages, use the following options:

e To move through the options, press the up and down arrow keys.

e To select an option, press the Enter key.

e To clear current options, press the Backspace key once, then type the search criteria.
e To insert a daily comment on a Timesheet page, press Shift + R.

e To display and place the focus on Skip Link, press Alt + P.

Contact Information for Users of Assistive Technology

If you experience an issue due to accessibility as defined by the United States Access Board,
please contact your Agency Servicing Personnel Office for assistance. Authorized Agency
Contacts (AACs) listed in Table Management System (TMGT) Table 063,
Department/Agency/Bureau Contact, Contact Type 04, should contact the NFC Contact Center
at 1-855-NFC-4GOV (1-855-632-4468) or via the customer service portal. When contacting the
applicable person, please include all information regarding the function that you are trying to use
within the application.
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Typographical Conventions

Convention

Example

References to a button are indicated by Courier
New font and in bold.

References to email addresses are indicated in
italics.

References to menu options are indicated in
italics and in bold.

References to system messages are indicated by
Courier New font and are italicized.

References to valid values are indicated by
Courier New font and are italicized.

References to actual data are indicated by
Courier New font.

References to telephone numbers are indicated
in bold.

Select the Save button.

For additional assistance, send email to
jane.doe@usda.gov.

To print the Earnings and Leave (E&L)
Statement, select File > Print.

The message Changes have been made.
Save changes? is displayed.

Valid values are None, End, or Start.

Enter 10 into the field.

For assistance, call 1-800-555-1212.
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Feedback

You can provide feedback to NFC from within the Web version of the manual. Select the Send
Us Feedback button on any page within the manual. A popup will appear for you to add
comments. Your response generates an email that automatically identifies your exact location in
the document so that we can better address your comments and/or questions.
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Overview

webTA i1s a Web-based Time and Attendance (T&A) report application specially designed to
meet the T&A reporting requirements for Federal Departments or Agencies and their employees.
The application can be securely accessed with an Internet browser, allowing users the flexibility
to enter T&A data from anywhere they have an Internet connection. Transaction Code (TC) and
leave type tables are used to enter data in webTA. Once approved, the timesheets are picked up
on scheduled build files and transmitted to NFC for processing. Once received, these T&A files
are edited using the Time and Attendance Validation System (TIME) job.

Employee profile information is brought into webTA via a Payroll/Personnel System (PPS) daily
feed from NFC. This information is retrieved from PPS after the Personnel Input and Edit
System's (PINE) and the Personnel Update System's (PEPL) run each evening. This daily file
updates all accessions and separations. New employee records should be added via this PPS
daily feed. Only in special circumstances should an employee be added directly into webTA.
This eliminates errors and maintains consistency between webTA and PPS. At the end of the pay
period, additional information is updated after the Bi-Weekly Examination Analysis and
Reporting System's (BEAR) run is complete.

webTA allows for both the timekeeper and/or the employee to enter and submit T&A data on a
daily basis throughout the pay period.

webTA is used to:

e Maintain a personal information record for each employee at a specific T&A contact
point. This record contains employee-related information needed for T&A reporting.

e Gather data entered for the purpose of recording attendance and leave, and for calculating
employee wages each pay period.

e Enter T&A data at any time during the pay period.
e Record daily time.

e Allow for the timekeeper to enter and submit an employee’s timesheet if the employee is
not available.

e Establish a default schedule for an employee so that only absences from work or changes
in the tour of duty must be entered.

e Enter scheduled leave in advance.

e Record cost accounting.

e Select transaction and accounting codes from drop-down lists.
e Maintain accounting tables at the Agency level.

e Enter corrected/split/final timesheets.
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e Perform certain edits to determine if the data is correct.

e Provide T&A related reports.

Timesheets are processed through TIME, which reads, collects, edits, audits, and validates the
data for payment. All errors encountered are reflected on an error list, and timesheets in question
are placed in an error suspense file. Timesheet errors are corrected by NFC and are again
processed through TIME. After timesheets pass all edits and are validated, the database is
updated for subsequent payment processing.

Timely submission of timesheets is necessary because of the impact on the employee’s pay.
Timesheets should be completed on the last day of the pay period and processed as soon as
possible. Timesheets should be transmitted to NFC no later than close of business the Tuesday
following the last day of the pay period.

This section includes the following topics:

Related Systems and APPLICALIONS ..........coooiiiiiiiiie e 8
Agency/NFC ResSpONSIDIITIES .........uuiiiiiii e 11
Record Retention ReQUIFEMENTS .........oiiiiiiiiiiiiii et 11
Reference Material...........oocviiiiiiii s 12
Reporting Capabilities. .........cooiiiiiiii s 12
ROIES ..ttt 13

Related Systems and Applications
webTA data is displayed and/or interfaces with the systems and/or applications described below.

Adjustment Processing System (ADJP). ADJP provides automatic handling of a variety of
payroll adjustments. This system processes adjustments due to corrected T&As and late
personnel actions effective up to 1 prior year.

Bi-Weekly Examination Analysis and Reporting System (BEAR). BEAR analyzes payroll
and personnel transactions that occurred during the processing of each pay period. BEAR
generates a multitude of end-of-pay-period report notifications and generates certain personnel
actions.

Employee Personal Page (EPP). EPP is used by employees to view payroll, leave, travel, health
insurance, life insurance, and other personal information. It also displays news items from the
Agency or NFC. EPP further allows employees to link to other sites, such as Thrift Savings Plan
(TSP), Combined Federal Campaign (CFC) Give Back, etc. The Self-Service option of EPP is
used to change an employee's residence address, Federal and State tax withholding, financial
allotments, and direct deposit information. EPP is available on the Application Launchpad of the
NFC Home page.
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EmpowHR. EmpowHR is a Human Capital Management system that is an integrated suite of
commercial and Government applications that can be leveraged to automate common
administrative tasks associated with human resource management and reduce internal operational
costs using industry best practices. EmpowHR is available on the Application Launchpad of the
NFC Home page.

Financial Management Modernization Initiative (FMMI). FMMI is an advanced, Web-based
core financial management application that complies with Federal accounting and systems
standards. FMMI provides a daily feed to webTA to update accounting codes. FMMI is available
on the Application Launchpad of the NFC Home page.

FOCUS Reporting System (FOCUS). FOCUS is used to provide Agency offices with ad hoc
reporting capabilities on an "as-needed" basis.

Information/Research Inquiry System (IRIS). IRIS is a menu-driven system used for inquiry
access to an employee’s current personnel data and certain historical payroll data as a result of
transactions processed in PPS.

Insight. Insight is a comprehensive, enterprise-wide data warehouse with advanced reporting
and business intelligence capabilities. Insight provides customers integrated data and flexible
analytics to drive strategic business decisions. Insight is available on the Application Launchpad
of the NFC Home page.

Management Account Structure Codes System (MASC). MASC is an online system that
provides users with direct system access to add, replace, delete, and query table data. MASC is
composed of tables and accounting documents that contain support information for edits,
references, reports, and identifiers used in application programs. This support information
ensures that NFC maintains a high degree of data integrity and validity. It is important that
MASC contains up-to-date and accurate data. The accounting codes entered in webTA are edited
against MASC.

Payroll Computation System (PAYE). PAYE is the heart of the integrated PPS. It performs the
complicated computation routines required to produce net salary data for disbursement and
transmission to Treasury. In addition to creating disbursement data, PAYE also creates

accounting records that are processed and reported through the Payroll Accounting System
(PACS).

Payroll/Personnel Inquiry System (PINQ). PINQ is used as a tool for researching
payroll-related inquiries received from employees and other sources. PINQ provides immediate
access to at least 25 pay periods of current payroll data. Data entered in webTA is displayed in
PINQ after it passes the TIME edits.

Personnel Input and Edit System (PINE). PINE is a subsystem of PPS. PINE edits data
released from Payroll/Personnel entry systems, payroll documents, and position data. PINE edits
the data before it is applied to the Payroll/Personnel database, comparing the employee's
database record to the data being entered. PINE processes personnel actions and payroll
documents Monday through Friday of each week and on the first Saturday of the pay period,
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regardless of the effective pay period. After the data is released to PEPL, it is retrieved during
the pay period, and the information is displayed in IRIS.

Personnel Update System (PEPL). PEPL performs the update function of the personnel areas
of the database. All documents passing validation through PINE are processed through PEPL for
transmission to the database. The data is retrieved during the pay period from PEPL and
displayed in IRIS. PEPL also produces a log of all transactions applied to the database, as well as
utilization and management reports.

Position Management System Online (PMSQ). PMSO is a real-time online database system of
PPS. PMSO allows Agencies to add, change, inactivate, reactivate, and delete/restore position
data for immediate update to the PMSO database. PMSO also provides Agencies' report
generation and online inquiry capabilities for PMSO data and allows for complete control and
management of position data.

Report Generator System (CULPRPT). CULPRPT is an online reporting system used to
generate formatted payroll and personnel-related reports. CULPRPT reports are used to alert
Agency staff to missing T&As or personnel documents, discrepancies in leave balances, and
failure of TIME edits.

Reporting Center (RPCT). RPCT is a Web-based reporting application offering
Administrative, Financial, Personnel, Workforce, and Security reports. RPCT is available on the
Application Launchpad of the NFC Home page.

Table Management System (TMGT). TMGT is a menu-driven database management system
that provides direct access to table records containing selected data elements from the
payroll/personnel, financial, and administrative systems. TMGT allows authorized users to view
and update records, request reports, and view documentation data for various tables used in
application programs. All TCs used in webTA are from TMGT Table 032, Transaction Codes.

Time & Attendance Validation System (TIME). The initial processing of timesheets is
accomplished through TIME, which reads, collects, edits, audits, and validates the data for
payment. All errors encountered are reflected on RPCT's T&A Error Analysis Report and the
timesheet in question is placed in an error suspense file. The timesheet is corrected at NFC and is
processed through TIME again. After the timesheet passes all edits and is validated, the data is
updated on the database for subsequent payment processing.

Time Inquiry - Leave Update System (TINQ). TINQ is an online leave entry and correction
system used to update leave data that is incorrect and cannot be corrected by submission of
corrected timesheets. It is also used to transfer leave for employees participating in the Voluntary
Leave Transfer Program (VLTP) and the Voluntary Leave Bank Program (VLBP), or the
Emergency Leave Transfer Program (ELTP).
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Agency/NFC Responsibilities

Listed below are the responsibilities of the primary organizations involved in processing and
system maintenance.

Agency:

Requests security access to webTA for HR (Human Resources) Administrator. The HR
Administrator grants webTA access for webTA roles.

Enters timesheet data for each employee, as required by law and regulations.

Certifies timesheets to be transmitted to NFC by established timeframes. Timesheets
should be transmitted to NFC by the close of business on Tuesday following the end of a
pay period.

Corrects leave errors.

Monitors timesheet-related status reports and takes measures to reduce timesheet
rejections and leave errors.

Monitors timesheets received by NFC to account for all active and full-time employees.

Processes T& A data within established timeframes.

Reviews timesheet edit error messages and corrects the timesheet. Contacts the Agency
for assistance as necessary.

Monitors timesheets received to account for all active and full-time employees.

Provides reports.

Record Retention Requirements

For T&A data electronically transmitted to NFC, Agencies must maintain the certified T&A
report and all appropriate supporting documentation for a 6-year period in compliance with
General Records Schedule (GRS)-2 and the General Accounting Office (GAO) audit
requirements.

NFC will maintain the personal payment history required in the Fair Labor Standards Act
(FLSA) cases and court-ordered restorations as cited in the supplemental authorization
NC1-16-79-5 to GRS-2.

11
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Reference Material

Additional information regarding timekeeping and T&A processing may be found in the Time
and Attendance Instructions (TNAINST) and the TIME Edit Messages procedures. To view
these procedures, select HR and Payroll Clients from the MyNFC drop-down menu on the
NFC Home page. At the HR and Payroll Clients page, select the Publications tab and select the
T&A Processing category to access these procedures.

Reporting Capabilities

webTA offers reports according to a user's assigned role(s).

Note: For information on reports within webTA (including examples of each report), see the Reports
section of this procedure.

RPCT provides the following reports to assist Agencies in processing timesheets.

Leave Error Report — Lists employees with leave discrepancies. Discrepancies occur
when the employee's leave balance(s) on the payroll/personnel database and those on the
timesheet for a particular pay period do not match. This report is produced each pay
period a leave discrepancy exists.

T&A Error Analysis — Lists employees identifying timesheet edit errors corrected by
NFC during the processing pay period.

T&A Missing Personnel Actions — Lists timesheets with missing personnel actions
which require an action to be taken by the personnel office before the timesheet can
process.

T&A Reject Report — Lists the total number of timesheets, valid timesheets, rejected
timesheets, and the percentage of rejected timesheets by Department, Agency, and pay
period.

T&A YTD (year-to-date) Reject Report — Lists the total number of timesheets, valid
timesheets, rejected timesheets, and the percentage of rejected timesheets by Department,
Agency, and pay period from the first pay period of the chosen year though the selected
pay period.

T&As Not Received by NFC — Lists active full/part-time employees whose timesheets
were not received by NFC for the current processing pay period. It should be generated
on the Tuesday, Wednesday, Thursday, and Friday mornings after all known timesheets
have been electronically transmitted to NFC.

12
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Roles

An Agency Security Officer (ASO) requests access for webTA HR Administrators. Roles are
assigned in webTA by an HR Administrator at the Agency level. At least 2 weeks should be
allowed for the request to be processed.

Note: The Departmental HR Administrator assigns Agency and POl HR Administrator roles for USDA

Agencies.

Each webTA role is designated by a separate menu tab. webTA users will only see the tabs
corresponding to the role(s) they are granted.

“WEBTA

Employee

Role Assignments » DOE, JOHN

Settings
Licenses

Calendars

Manage Roles »
Timesheet Details
Timesheet Profile
FMLA/FMLA Military

Disabled Veteran Leave

Telework

Role
Employee
Timekeeper
Supervisor

Master Timekeeper

Master Supervisor

HR Administrator

Administrator

Project Manager
Access

Account Manager

COP Administrator
Configuration Manager

ECM Administrator
Engineer

Help Desk User

Leave Transfer Program Manager

Operations
POD
Read Only

Telework Coordinator

Telework Managing Officer

The following roles are available in webTA 4.2:

Properties
Disable Auto Spend Deferred LTP
Local Corrections
Self Certify

Editable
Local Corrections

Agency

BiDirectional Config Menu On
Department

LTP Menu On

Org Tree Menu On

Agency
Department

LTP Menu On

Org Tree Menu On
Agency
Department

Agency
Department
Agency
Department

Inbox [0] | Settings | Help | Log Out

Note: Access and specific properties of each role are determined by the selections made.

Employee

e Enters, edits, and validates timesheet.
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e Views current and historical timesheet information.

e Submits leave and premium pay requests to their supervisor.
e Enters dollar transaction requests.

e Views leave balances.

e Generates leave audit reports.

e Views COP information if COP module is implemented.

e Sends messages to their timekeeper and/or supervisor.

e Sets up and modifies default schedule.

e Donates leave.

e Adds case hours if the Case Tracking module is implemented.
e Adds activities if the Labor Distribution module is implemented.

e Adds emergency contact information if the Emergency Contact module is
implemented.

Note: The Disable Auto Spend Deferred LTP function prevents the employee from using leave
transfer program (LTP) hours that have been deferred.

Timekeeper
e Assigns accounting codes for employee use.
e Selects and/or searches for an employee record.

e Enters, edits, and validates timesheet data on behalf of assigned or delegated
employees.

e Submits leave and premium pay requests on behalf of assigned or delegated
employees.

e Corrects timesheets.

e Views COP information if COP module is implemented.
e Delegates Timekeeper role in the event of absence.

e Reassigns employees to timekeepers and/or supervisors.
e Reviews previously certified timesheet data.

e Manages an employee's profile.

Note: These functions are limited to employees who are assigned or delegated to them.
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Note: The Local Corrections function enables the timekeeper to make corrections to timesheets
that are strictly for Agency purposes and will not be transmitted to NFC for processing.

Supervisor

e Selects and/or searches for an employee record.

e C(Certifies or rejects validated timesheets before submitting to NFC.

e Reviews and approves, or denies all leave and premium pay requests.
e Views COP information if COP module is implemented.

e Delegates supervisory role in the event of absence.

e Generates various reports.

e Assigns activity sets if the Labor Distribution module is implemented.
e Assigns cases if the Case Tracking module is implemented.

e Views an employee's emergency contact information.

Note: These functions are limited to employees who are assigned or delegated to them.

Note: The Self Certify function enables the supervisor the ability to certify his or her own
timesheet.

Master Timekeeper

The Master Timekeeper has Timekeeper role functions plus the following unless the
Editable selection is removed:

Note: When the Master Timekeeper role is selected, the Editable selection is checked by
default. If removed, the Master Timekeeper will have read-only access to the records of all
employees within their organization.

e Overrides timesheet validation errors, if applicable.

e Assigns schedule templates to assigned Agencies and POIs (personnel office
identifiers).

e Assigns shifts to assigned Agencies and POls.

Note: The Local Corrections function enables the Master Timekeeper to make corrections to
timesheets that are strictly for Agency purposes and will not be transmitted to NFC for
processing.

Master Supervisor

The Master Supervisor has Supervisor role functions plus the following:
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Decertifies timesheets.

Rejects timesheets.

Note: The Master Supervisor has access to the records of all employees within their organization.

HR Administrator

Adds new employees when required.

Note: Employee records should be loaded to webTA through the daily PPS feed from NFC.

Adds and edits employees' profiles and ensures records are processed for all
employees in an Agency.

Adds and edits user information.

Generates reports.

Includes the following functions, if selected:

Agency — Enables the HR Administrator to edit all organizations and users under
their assigned Agency. This function allows the HR Administrator read-only
access to timesheet profiles and the bidirectional configuration settings located on
the BiDirectional Configuration page.

BiDirectional Config Menu On — Enables the HR Administrator to access the
BiDirectional Config menu, which includes daily, weekly, and global settings for
updating supervisor and timekeeper assignments, specific leave types, and
specific email contact information. The HR Administrator must have the
Department role function enabled in order to edit bidirectional configuration
settings.

Department — Enables the HR Administrator to access all organizations,
Agencies, and users under the top-level organization. This function also allows
the HR Administrator to edit timesheet profiles and, if properly licensed, edit the
bidirectional configuration settings located on the Bidirectional Configuration
page. If the Department function is enabled, the Associate Agencies with POIs
option is included under the System Set Up section on the main menu. This role
also assigns Agency and POI HR Administrator roles.

LTP Menu On — Enables the HR Administrator to access the Leave Transfer
Program Management menu, which includes options to work with leave transfer
program accounts, recipients, donations, and deductions.

Org Tree Menu On — Enables the HR Administrator to access the Organization
Management menu which includes options to add, move, edit, and delete
organizations and suborganizations.

Administrator
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L

e NFC-use only.

Project Manager
e C(Creates, modifies, and deactivates projects.
e Adds employees to projects.

e Tracks hours charged to projects.

Access

e NFC-use only.

Account Manager

e Enables and disables accounts.

e Enters account start and end dates.

e Filters accounts by fiscal year, program code, and function.
e Disables multiple fiscal year accounts at the same time.

e Reopens previously disabled codes.

e Generates reports.

COP (Continuation of Pay) Administrator

e Creates and manages COP accounts.

Configuration Manager

e NFC-use only.

ECM (Emergency Contact Management) Administrator
e Accesses all organizations and users within an Agency.

e Accesses all organizations and users within a Department.

e Updates footer text that appears on the employee's Emergency Contacts page.

e (enerates reports.

Engineer

e NFC-use only.

Help Desk User

e NFC-use only.
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Leave Transfer Program Manager

e Manages leave transfer recipient accounts based on level of responsibility
(Department, Agency, POI).

e Creates and closes accounts.
e Reviews, approves, and/or denies leave donations from donors.
e Manages the leave transfer agreement disposal.

e Generates reports.

Operations

e NFC-use only.

POD (Payroll/Personnel Operations Directorate)

e NFC-use only.

Read Only

e NFC-use only.

Telework Coordinator

e Reserved for future use.

Telework Managing Officer

e Reserved for future use.
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Getting Started

webTA may be accessed from any computer or mobile device with an Internet connection. This
allows users to complete T&A transactions from any location.

This section includes the following topics:

LOGGING TN e e s 19
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Logging In

Users may log in to webTA via:

e User ID and password
e cAuthentication (user ID and password)

e cAuthentication (Personal Identity Verification (PIV) or Common Access Card (CAC))
To Log In Using a User ID and Password:
1. Connect to the NFC Home page (http://www.nfc.usda.gov).

2. Select the Applications link. The Application Launchpad is displayed.
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3. Select the webTA icon. The webTA Time and Attendance Application landing page is
displayed.

WEBTA Documentation Release Notes Training

National Finance Center

webTA: Time and
Attendance Application

Want to receive updates on what's relevant to webTA? Enter your email address
below and get timely notifications on when maintenance occurs, updates to the
application, and more.

ERE W
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EEEE R
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*Email Address E

|
|
|
|
|
|
|
|
|
|

Subscriba

Choose a Sign in Option

Please choose from one of the sign in options below If you are unsure of
which option you should choose, please contact your Personnel Office or
Timekeeper

‘ Sign into webTA 4.2 for USDA

l Sign into webTA 5.0 for SBA

Sign inte webTA 3.8 for DHS

‘ Sign into webTA 3.8 for DOJ
‘ Sign into wabTA 3.8 for Non-USDA

Need Assistance?

Meed assistance with accessibility?
Please see our help sections for webTA 4 2
Accessibility or webTA 3.8 Accessibility.

Have questions about your timesheet or leave
balance?

Contact your Personnel Office or your
Timekeeper

NEC Web Site Accessibility Privacy Policy Information Quality USDA USA.gov Whitehouse gov

Figure 1: webTA Landing Page
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4. Select the applicable webTA sign in option. The webTA login page is displayed.

“WEBTA ...

Items marked with an asterisk” are required

Log In

Figure 2: webTA Log In Page
5. Complete the following fields:
User ID (see "User ID Field Instruction - webTA" on page 240)
Password (see "Password Field Instruction - webTA" on page 232)
6. Select the Log In button. The webTA Main Menu page is displayed.
To Log In Using eAuthentication With PIV/CAC:
1. Connect to the NFC Home page (http://www.nfc.usda.gov).

2. Select the Applications link. The Application Launchpad is displayed.

21


http://www.nfc.usda.gov/

Publication Category: T&A Processing
webTA 4.2 HR Administrator

3. Select the webTA icon. The webTA Time and Attendance Application landing page is
displayed.

WEBTA Documentation Release Notes Training

National Finance Center

webTA: Time and
Attendance Application

Want to receive updates on what's relevant to webTA? Enter your email address
below and get timely notifications on when maintenance occurs, updates to the
application, and more.
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ERER
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EEEE R
I HEHHE

*Email Address E

|
|
|
|
|
|
|
|
|
|

Subscriba

Choose a Sign in Option

Please choose from one of the sign in options below If you are unsure of
which option you should choose, please contact your Personnel Office or
Timekeeper

‘ Sign into webTA 4.2 for USDA

l Sign into webTA 5.0 for SBA

Sign inte webTA 3.8 for DHS

‘ Sign into webTA 3.8 for DOJ
‘ Sign into wabTA 3.8 for Non-USDA

Need Assistance?

Meed assistance with accessibility?
Please see our help sections for webTA 4 2
Accessibility or webTA 3.8 Accessibility.

Have questions about your timesheet or leave
balance?

Contact your Personnel Office or your
Timekeeper

NEC Web Site Accessibility Privacy Policy Information Quality USDA USA.gov Whitehouse gov

Figure 3: webTA Landing Page
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4. Select the applicable webTA sign in option. The webTA login page is displayed.
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Forgot Password?

Figure 4: eAuthentication Log In Page
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5. Select the Click here to login via eAuth link. The eAuthentication login page is displayed.

USDA eAuthentication Erit

S .5 DEPARTMENT OF AGRICULTURE

We’ll take you to your destination in just a moment...

The application you are accessing requires you to log in to USDA eAuthentication. Please log in or create an
account.

Log In with @ I l Log In with
PIV/CAC Password

User ID

Password

‘| i Show Password

Create | /| Update
Account Account

Figure 5: eAuthentication Log In Page

Note: At this point, you may have to select your Agency if you have not previously saved this
information.

6. Select the Log In with PIV/ICAC button. The Windows Security Select a Certificate page is
displayed.

7. Select the OK button. The applicable Windows Security Smart Card popup will appear.

Note: Prior to selecting the OK button, ensure that the credential information displayed on the
Certificate page is correct. If not, select the More choices option, select the correct credentials,
then select the OK button.

8. Enter your PIN.

9. Select the OK button. The webTA Main Menu page is displayed.
To Log In Using eAuthentication With a User ID and Password:

1. Connect to the NFC Home page (http://www.nfc.usda.gov).

2. Select the Applications tab. The Application Launchpad is displayed.
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3. Select the webTA icon. The webTA Time and Attendance Application landing page is

displayed.

WEBTA Documentation Release Noles Training

National Finance Center

webTA: Time and
Attendance Application

Want to receive updates on what's relevant to webTA? Enter your email address
below and get timely notifications on when maintenance occurs, updates to the
application, and more.

*Email Address

Subscribe

Choose a Sign in Option

Please choose from one of the sign in options below If you are unsure of
which option you should choose, please contact your Personnel Office or
Timekeeper

‘ Sign into webTA 4.2 for USDA

l Sign into webTA 5.0 for SBA

Sign inte webTA 3.8 for DHS

‘ Sign into webTA 3.8 for DOJ
‘ Sign into wabTA 3.6 for Non-USDA

Need Assistance?

Need assistance with accessibility?
Please see our help sections for webTA 4.2
Accessibility or webTA 3.8 Accessibility.

Have questions about your timesheet or leave
balance?

Contact your Personnel Office or your
Timekeeper

EEEm
EREA
EEER
(RN
BEEB R
EEER
[H KN N

NFC Web Site  Accessibility Privacy Policy  Information Quality ~ USDA ' USA.gov

Figure 6: webTA Landing Page

Whitehouse.gov
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4. Select the applicable webTA sign in option. The webTA login page is displayed.

“WEBRTA ...

VARMNING -

0T

You are accessing a U.S. Govemr ion system, which inc
ces and storage media attac

des (1) this computer
ched to this netwaork or 10 a computer on th
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Click here to login via eAuth

For assistance with accessing tt

should call the NFC Contact

pplication, Authorized Agency Contacts {AACs) fi
er at 55-632-4468. i you are not an AAC ple.

d in Table Management System (T T) Table 083, Contact Type 04,
your Agency Servicing Personnel Office for assistance

Iems masked with an asterssk® ane required

Forgot Password?

Figure 7: eAuthentication Log In Page
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5. Select the Click here to login via eAuth link. The eAuthentication login page is displayed.

USDA eAuthentication ML
S .5 DEPARTMENT OF AGRICULTURE

We’ll take you to your destination in just a moment...

The application you are accessing requires you to log in to USDA eAuthentication. Please log in or create an
account.

. Log In with @ I l Log In with
(8 PIV/CAC Password

User ID

Password

I Show Password

Create | /| Update
Account Account

Figure 8: eAuthentication Log In Page

6. Complete the following Log In with Password fields:
User ID (see "User ID Field Instruction" on page 239)
Password (see "Password Field Instruction" on page 232)

7. Select the Log In with Password button. The webTA Main Menu page is displayed.

Logging Out

To exit webTA, select the Log Out link from any page.

Sorting Lists

Some webTA pages have lists in a table format. Most of these lists can be sorted by selecting the
arrow.

Note: Sorting a column sorts the entire table by row, not just the items in the column.
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To Sort a List:

1. Select the header of the column to enable the arrow.

-
~WEBTA"_enviore- (X

HR. Administrator Main Menu >

Schedule Templates

Name: Description:

| I [ Secorch | Clear
v Name Description Delete

4-10 schedule Mondays off

5-4-9 compressed second Monday off X

5-4-9 Fixed 8:00 Start

5/4/9 - Maxi - TAM Start First Friday

5/4/9 - Maxiflex - Start 6:30am | Second Friday Off X

1-5 of 5 Records 1 Wiew

Add Schedule Template

Figure 9: Example of a Page with Sorting Lists
2. Select the arrow to point down to sort the list in descending order.
OR
Select the arrow to point up to sort the list in ascending order.

At this point, you may select the Cancel button to return to the HR Administrator Main
Menu page.

Help

Help is available on all pages in webTA. Help pages contain a sidebar menu and a search feature.
There is also a print feature available.
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To Access Help:

1. Select the Help link on any page in webTA. A Help page is displayed.

=i webTA Help ~ About webTA online help - - ] X
& httpsy//
“WEBTA' —
(22 About Help About Help >
About webTA online help >

Accessibility About webTA online help

Accounts and POls

Profiles Online help is available throughout the webTA application. Online help is best viewed with Internet Explorer

Timesheets version 9 or higher. Some online help topics and titles may refer to your Agency. These topics provide details

Leave Requests

Premium Pay Requests
Schedules

Messages

Reports

Leave Transfer Program

Working with Users

System Administration and Configuration
Case Tracking

Continuation of Pay

Emergency Contact Management
Labor Distribution

Labor Management

Telework

and procedures unigue to your Agency.

Accessibility Help
For accessibility information, please see these topics
Activating buttons and links

Keyboard shortcuts for navigation
Other keyboard shortcuts
Required fields

System time outs

Navigating and using online help
To navigate anling help, take these steps:
1. Click Help from the Utility menu.
The webTA online help window opens and the current topic appears in the right pane of the window.
2. Click topics in the table of contents in the left pane of the Help window to access additional help.
-OR-
If related topic links are listed, click the appropriate link in the Related Topics list
To exit anline help. take these steps
1. Click the “X" in the upper right corner of the Help page to close online Help.
To print online help, take these steps:
1. Click Printin the upper right comner of the Help window to print the topic that is displayed
To use the onling help search option. take these steps:

1. Type a word or phrase in the Search fizld in the upper right corner of the Help window.
2. Click the magnifying glass icon next to the Search field or press Enter.

Alist of related topics displays
3. Click the topic links to open the help that is relevant to your question

Figure 10: Example of a Help Page
2. Select the applicable topic from the sidebar menu.
OR
Enter search criteria in the Search field and select the Search button.

At this point, you may select the X to close the Help page and return to the previous page.
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HR Administrator

The HR Administrator Main Menu provides access to all T&A functions for the HR
Administrator.

~WEBTA' _ emioree (T

HR Administrator Main Menu

Employees
Select Employees

Select Timesheets

Accounting
Manage Accounts

Accounts List

System Set Up
Export Job Management

Import Job Management

Add Employee Jobs Management

Delegates/Reassignment :
License Management
Reports Manage Timekeeper Delegates
Reimbursement Per Mile Management
Reports Manage Supervisor Delegates

Rule Management

My Saved and Scheduled Reports Reassign Employees to Timekeeper

Transaction Code Management
Reassign Employees to Supervisor

POI/Agency Assignment

Assign POIs and Agencies

Timekeeper Profile

My Assigned POIs and Agencies Organization Management

Organization Management

Leave Transfer Program
LTP Management

Figure 11: HR Administrator Main Menu Page

Note: Most HR Administrators also serve as LTP Managers. In order for the HR Administrator to have
this access, the LTP Menu On property must be selected on the HR Administrator role assignment. For
LTP Manager information, see the LTP Manager procedure manual.
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System Setup

The System Setup menu displays the following view-only options:

The Export Job Management — Displays a list of export jobs and whether or not they are
active.

Import Job Management — Displays a list of import jobs and whether or not they are
active.

Jobs Management — Displays the job name, the last finish date, the next start date, and
whether the job is enabled or disabled.

License Management — Displays a list of available licenses, along with the total number
of each license and how many are in use.

Reimbursement Per Mile Management — Displays the current rate that employees
receive for mileage transactions.

Rule Management — Displays the rule sets that determine whether data entered into the
application is valid.

Transaction Code Management — Displays transaction codes and whether or not they are
enabled, shows the order in which they appear in drop-down lists, and how they are
displayed on pages.
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Adding Employees

HR Administrators have the ability to add new employees to webTA. This function should only
be used if the NFC Daily Feed has not created the record and/or the EmpowHR record has not
been updated and T&A entry needs to begin. This function should only be used in extreme
circumstances. The preferred way for profile creation is from the NFC Daily Feed file.

If manual addition is necessary, there are several components to be completed. These are:

Employee Profile
Licenses

Role Assignments
Timesheet Details

Timesheet Profile
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To Add an Employee to webTA:

1. Select the Add Employee link from the Employees menu on the HR Administrator Main

Menu page. The Employee Profile - New User page is displayed.

“WEBTA'

HR. Administrator Main Menu >

Employee Profile » New User

ttems marked with an asterisk™ ane requined

cnviores ()

No Time Tracking: [ ]

* User ID:

* Password:

* Retype Password:
* First Name:
Middle Name:

* Last Name:

* SSM:

Employee ID:

E Auth Internal 1D:
Active:

* Supervisor:

* Timekeeper:

* Organization:
E-Mail Address:
Timezone:

Start Page:
* PO

vl

ADMINISTRATOR, THE - ADMIN
ADMINISTRATOR, THE - ADMIN

Find an Organization

Search for Supervisor
Search for Timekeeper

GMT -5:00 Eastern Time (US & Canada), Bogota, Lima | v|
Highest Role Menu | v |

S

Inbox [0] | Settings | Help | Log Out

Owverride EmpowHR Supervisor Assignment: [ ]

Figure 12: Employee Profile - New User Page
2. Complete the following fields:
No Time Tracking (see "No Time Tracking Field Instruction" on page 231)
User ID (see "User ID Field Instruction (Required)" on page 239)
Password (see "Password Field Instruction (Required)" on page 232)
Retype Password (see "Retype Password Field Instruction (Required)" on page 234)
First Name (see "First Name Field Instruction (Required)" on page 226)
Middle Name (see "Middle Name Field Instruction" on page 229)
Last Name (see "Last Name Field Instruction (Required)" on page 228)
SSN (see "SSN Field Instruction (Required)" on page 235)

Employee ID (see "Employee ID Field Instruction - New User" on page 225)
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E Auth Internal ID (see "E Auth Internal ID Field Instruction - New User" on page
225)

Active (see "Active Field Instruction" on page 222)

Supervisor (see "Supervisor Field Instruction (Required)" on page 237)

Timekeeper (see "Timekeeper Field Instruction (Required) - New User" on page 238)
Organization (see "Organization Field Instruction (Required)" on page 232)

E-Mail Address (see "E-Mail Address Field Instruction" on page 225)

Timezone (see "Timezone Field Instruction" on page 238)

Start Page (see "Start Page Field Instruction" on page 235)

POI (see "POI Field Instruction (Required)" on page 233)

Override EmpowHR Supervisor Assignment (see "Override EmpowHR Supervisor
Assignment Field Instruction" on page 232)

3. Select the Save button. The message Employee Profile Successfully Saved is displayed along
with additional options in a sidebar menu.
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Note: The Essential field is now displayed on the Employee Profile page. Check this box to
designate if the employee is classified as essential under emergency conditions and select Save.

.
"WEBTA' _ enpioee ()

HR Administrator Main Menu > Employees >

Employee Profile » DOE, JOHN

| Employee Profile successfully saved.

Settings » Herns marked with an asterisk® ane required
Licenses Mo Time Tracking:
Calendars * User ID: | DOEJ

sessssssee
Password:
Manage Roles

Timesheet Details
Timesheet Profile * First Name: | JOHN
FMLA/FMLA Military

Disabled Vateran Leave

Retype Password:

Middle Nama:
* Last Name: DOE
* §SM: 11111~

Telework

Employee 1D:
E Auth Internal ID:
Active: »
Essential:
* Supervisor: | DOE. MARY - DOEM
* Timekeeper: [DOE, THOMAS - DOET

* Organization: OCFO 00 00 0000 00 00 0000 | Find an Organization
E-Mail Address: |john.doe@usda.gov

Timezone: | GMT -6:00 Central Time (US & Canada), Mexico City T
Start Page:  Highest Role Menu ¥
*POI: 5317 | Selecta POI
Owerride EmpowHR Supervisor Assignment:

Figure 13: Employee Profile Page - New User Added
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4. Select the Licenses link from the sidebar menu. The Licenses page is displayed with all
available licenses selected.

L]
_WEBTA_ enviore- [TITT)

HR Administrator Main Menu > Employees >

Licenses » DOE, JOHN

Settings License
Licenses »
Calendars & webTA 8
« webTA Advanced Scheduling
« webTA Continuation of Pay
Manage Roles #| webTA Emergency Contacts Management
Timeshest Details « webTA Labor Management
Timesheet Profile 4 webTA NFC Bi Directional Interface
FMLA/FMLA Military 7 webTA Telework

Disabled Veteran Leave

Telawork webTA Web Services

Figure 14: Licenses Page
5. Uncheck the boxes of the licenses that should not be assigned to the employee.
6. Select the Save button. The message Successfully saved permissions is displayed.

_WEBTA' ey ()

HR Administrator Main Menu > Employees >

Licenses » DOE, JOHN

| Successfully saved permissions

Settings License
Licenses » 7 webTA
Calendars 8
webTA Advanced Scheduling
webTA Continuation of Pay
Manage Roles webTA Emergency Contacts Management
T!mesheet Deteiﬂs webTA Labor Management
;:f;‘iih;:iirr”:':f webTA NFC Bi-Directional Interface
LA/ Military
Disabled Veteran Leave webTA Telework
webTA Web Services

Figure 15: Licenses Page - Licenses Saved

Note: The Calendars link has the US Federal Holiday Calendar selected. This allows for all
Federal holidays to automatically populate to the timesheet. Unchecking this box would require
employees to manually enter all Federal holidays.
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7. Select the Manage Roles link from the sidebar menu. The Role Assignments page is

displayed.

.E.WEBTAW Employee m

Inbox [1] | Settings | Help | Log Out

HR Administrator Main Menu > Employees >

Role Assignments » DOE, JOHN

Settings

Licenses Role
Calendars ¢ Employee
ssensenee Timekeeper
Manage Roles » Supervisor

Timesheet Details
Timesheet Profile
FMLA/FMLA Military
Disabled Veteran Leave
Telework

Master Timekeeper

Master Supervisor
HR Administrator

Administrator

Project Manager
Access

Account Manager

COP Administrator
Configuration Manager

ECM Administrator
Engineer

Help Desk User

Leave Transfer Program Manager

Operations
POD
Read Only

Telework Coordinator

Telework Managing Officer

Figure 16: Role Assignments Page

Properties
Disable Auto Spend Deferred LTP
Local Corrections
Self Certify

Editable
Local Corrections

Agency

BiDirectional Config Menu On
Department

LTP Menu On

Org Tree Menu On

Agency
Department

LTP Menu On

Org Tree Menu On
Agency
Department

Agency
Department
Agency
Department

8. Select the applicable roles to assign to the employee. For more information, see Roles (on

page 13).

Select the Save button. The message Employee Profile successfully saved is displayed.
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10. Select the Timesheet Details link from the sidebar menu. The Timesheet Details page is
displayed.

WEBTA_cnpioee

HR Administrator Main Menu =

Timesheet Details » DOE, JOHN

La

e w

engars

ltems marked with an astenisk™ are required

Timesheet Details

sees 0w

Retain Data Type: MNone v

Manage Roles

Timesheet Details »

Tim

* Start Pay Period for Timesheet:  14.2020 - Jul 05, 2020 - Jul 18,2020 * ~
Timesheet Entry Type: Hours

Approvers
* Timekeeper: DOE, THOMAS - DOET Search for Timekeeper |
* Supervisor: DOE, MARY - DOET Search for Supervisor

Figure 17: Timesheet Details Page

11. Select the applicable Retain Data Type. This will determine what data, if any, will
populate to new timesheets. Valid values are:

None — New timesheets are blank.

Entries Only - No Times — Work entries (TCs and accounting) from the previous
pay period's timesheet are copied into the employee's timesheet when the new pay
period begins; hours are not carried over.

All — Work entries and hours from the previous pay period's timesheets are copied
into the employee's timesheet when the new pay period begins.

Pay from Schedule — Work entries and hours from the schedule are copied into
the employee's timesheet when the new pay period begins. If the employee's actual
work or time entries differ from the schedule, the employee may edit the timesheet so
that the actual work or time entries are recorded.

Exception Processing — This option applies only to hourly timesheets. Work
entries and hours from the default schedule are copied into the timesheet when the
new pay period begins. If the employee's actual work or leave time differs from the
default schedule, they must record the change.

12. Select the Save button. The message Employee Profile successfully saved is displayed.

Note: The Timesheet Profile page must be completed by a timekeeper before a user can submit
time in webTA.
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13. Select the Timesheet Profile link from the sidebar menu. The Timesheet Profile page is

displayed.

.E-WEBTA~ Employee m

HR Administrator Main Menu >

Timesheet Profile » DOE, JOHN

5

ltems marked vith an asterisk* are required

Pay Period:

Calendars

sssesssse

Status Change

Manage Roles
mesheet Det
imesheet Profile »

Status Change Type:

A Military Status Change Day:
Status

Qath of Office:

Final Report:

On Hold:

Pay Details

* Payplan:

* Tour of duty:

* Duty Hours:

Work Week:

* Alternative Work Schedule:

Overtime/Standby

RS0 [ Salary Cap:
Standby Hours Week 1:
Standby Hours Week 2:

Standby AUQ Percent:

Leave

* Service Computation Date:
Leave Category Override:

Leave Ceiling Override:

VLTP Recipient:

ELTP Recipient:

Home Leave Computation Date:
Home Leave Category:

Home Leave End Date:

Military Regular Leave Flag:
Military Emergency Leave Flag:
Negative Annual Leave Balance:
Negative Sick Leave Balance:
Negative Religious Comp Time Balance:

Pay Provider - NFC

* Agency:

* State Code:
* Town:

* Unit:

* Timekeeper:

New Contact Point:
Miscellaneous
BUS Code:
Accounting

Accounting Type:
Figure 18: Timesheet Profile Page

14. Complete the following fields:

14 -2020 : Jul 05, 2020-Jul 18, 2020

None v
None v

GS General Schedule (reg)

Full Time v
a0

Mon-Fri

Regular 8-hour Days v
None v

Mo ‘ear .
Default (Based on SCD) v (Override)
(240:00 hours per year)

onth Day Year =

None v

onth Day Year 7

OCFO w
Louisiana v
1690

22

56

Manual Account Entry v
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Status Change Type (see "Status Change Type Field Instruction - New User" on page
236)

Status Change Day (see "Status Change Day Field Instruction - New User" on page
236)

Oath of Office (see "Oath of Office Field Instruction" on page 231)

Final Report (see "Final Report Field Instruction - New User" on page 226)
On Hold (see "On Hold Field Instruction - New User" on page 231)

Pay Plan (see "Pay Plan Field Instruction (Required)" on page 233)

Tour of Duty (see "Tour of Duty Field Instruction (Required)" on page 238)
Duty Hours (see "Duty Hours Field Instruction (Required)" on page 224)
Work Week (see "Work Week Field Instruction" on page 240)

Alternative Work Schedule (see "Alternative Work Schedule Field Instruction
(Required)" on page 223)

RSO/Salary Cap (see "RSO/Salary Cap Field Instruction - New User" on page 234)
Standby Hours Week 1 (see "Standby Hours Week 1 Field Instruction" on page 235)

Standby Hours Week 2 (see "Standby Hours Week 2 Field Instruction - New User" on
page 235)

Standby AUO Percent (see "Standby AUO Percent Field Instruction" on page 235)

Service Computation Date (see "Service Computation Date Field Instruction
(Required)" on page 234)

Leave Category Override (see "Leave Category Override Field Instruction" on page
228)

Leave Ceiling Override (see "Leave Ceiling Override Field Instruction" on page 228)
VLTP Recipient (see "VLTP Recipient Field Description" on page 240)
ELTP Recipient (see "ELTP Leave Recipient Field Description" on page 225)

Home Leave Computation Date (see "Home Leave Computation Date Field
Instruction" on page 227)
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Home Leave Category (see "Home Leave Category Field Instruction - New User" on
page 227)

Home Leave End Date (see "Home Leave End Date Field Instruction" on page 227)

Military Regular Leave Flag (see "Military Regular Leave Flag Field Instruction" on
page 229)

Military Emergency Leave Flag (see "Military Emergency Leave Flag Field
Instruction" on page 229)

Negative Annual Leave Balance (see "Negative Annual Leave Balance Field
Instruction - New User" on page 230)

Negative Sick Leave Balance (see "Negative Sick Leave Balance Field Instruction -
New User" on page 231)

Negative Religious Comp Time Balance (see "Negative Religious Comp Time Balance
Field Instruction - New User" on page 230)

Agency (see "Agency Field Instruction (Required)" on page 222)

State Code (see "State Code Field Instruction (Required)" on page 236)

Town (see "Town Field Instruction (Required)" on page 239)

Unit (see "Unit Field Instruction (Required)" on page 239)

Timekeeper (see "Timekeeper Field Instruction (Required) - New User" on page 238)
New Contact Point (see "New Contact Point Field Instruction" on page 231)

BUS Code (see "BUS Code Field Instruction - New User" on page 223)

Accounting Type (see "Accounting Type Field Instruction" on page 222)

Note: The remainder of the fields will be populated from the NFC daily feed file after the
personnel action has applied. However, the POI field is pre-populated with the POI.

Select the Save button. The message Timesheet profile saved is displayed.
At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the previous page.

Select the HR Admin tab | Returns you to the HR Administrator Main Menu page.
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Step Description

Select Log Out Logs you out of webTA.
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Selecting Employees

The Employees page lists employees, provides search and filter capabilities, and provides access

to the Select Action menus.

FWEBTA  tmpteyee

Organizaston

Employees
Usar I LastName:  FiistMame:  Middlo Namwe:  Timeliapar: Suptevisor: S5N:
& Usae 1D Last Kama First Nama Middie Name
EA DOE ALICE SECTION NO 1
DOE BETTY £l
[ CARL
[ DONALD
DOE DONNA
DOE ELIZABETH
DoE FRANK
DoE GARY
DOE GLENDA
DOE GLORLA
DoE HENRY
DoE TRA
DoE RIS
DCE JANE
DOE JOHN
DOE KARL
DoE KATHY SCHEDULING SECTION
[ LINDA SCHEDULING SECTION
DOE MARK UNIT MO 1
DOE MARY SCHEDULING SECTION
DOE NANCY SCHEDULING SECTION
DOE PATRICLA SECTION RO 1
DOE THOMAS SECTION NO. 1
DoE 08 UNIT NO. 1
DOE &= JOMN SCHEDULING SECTION
Select Action
Timeshests Profiles and Settings Leave and Premium Pay Time:
Cancel

Figure 19: Employees Page

sheet Management

Terahsapst a—
£, THOMAS DOE_ MARY

DOE. MARY
BOE. GARY
DOE. GARY
DOE_ KARL
DOE. GARY
DOE_ KARL
DOE. GARY
DOE. MARY
DOE. KARL
DOE. MARY
DOE. MARY
DOE. GARY
DOE. GARY
DOE. KARL
DOE. GARY
DOE. MARK
DOE. MARK
DOE. GARY
BOE MARK
DOE. MARK
DOE. MARY
DOE. MARY
DOE. GARY
DOE. MARK

Send Messages

The following search criteria options are available on the Employees page:

e User ID — Used to search by user ID.

e Last Name — Used to search by the employee's last name.

e First Name — Used to include the employee's first name.

OCFO
OCFO
OCFO
QCFO
OCFO
OCFO
oCFO
OCFO
OCFO
OGFO
OCFO
OCFO
OCFO
OCFO
OCFO
OCFO
OCFO
ocFo
OCFO
[
QCFO
OCFO
OCFO
OCFQ
OCFO

Other Actions

e Middle Name — Used to include the employee's middle name, if applicable.

Inkso (0] | Settings | Help | Log Out

e Timekeeper — Used to search for employees assigned to a specific timekeeper.

e Supervisor — Used to search for employees assigned to a specific supervisor.

e SSN — Used to search by Social Security number (SSN).

e POI — Used to search for a specific POI.

Note: You must specify an Agency (select Find Org) before you can select a POI. Select the Find

POI button to search for a specific POI.

The following links may be accessed from the Employees page:
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e Current Timesheet Summary
¢ Employee Profile

e Leave Balances

e Work Schedules

e Send Message

¢ Employee Accounts

The following pages may be accessed by selecting a link on the Employees page:

Timesheet Summary

Employee Profile

e Leave Balances

e Schedule Assignment
e Send Message

e Accounts
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Selecting Timesheets

The Select Timesheets page lists employees, provides search and filter capabilities, and provides
access to the Select Action menus.

WERTA

Eoptre

HR Administrator Aain Meny >

Select Timesheets

Inbox [0] | Settings | Help | Log Ot

Pay Period: Timesheet Status: User Ilx _ Last Name: First Name: Middle Name: Organization: Timekeeper: : U
u i .
Supervisor: S5N: Active: POl
[ o
Timeshest UserlD ¢ LastName FirstMame ¢ Midda Name Organizat Suparvisor ¢ Agency ¢ FOI
Saved JOEA DOE ALICE SECTION KO DOE, THOMAS DOE MARY QCFO 37
Saved DOE BETTY SECTION KO 1 DOE, THOMAS  DOE. MARY QCFO 5317
Saved DOE CARL UNIT RO 1 DOE, ALICE DOE, GARY QCFO 5317
Saved DOE DOMALD UNIT RO 1 DOE ALICE DOE. GARY QCFO 8317
Saved DQE DONNA PRODUCTION MGMT SECTION DOE. PATRICIA DOE. KARL QCFQ 53T
Saved DOE ELIZABETH LNIT 80 1 DOE, ALICE DOE. GARY QCFO 537
Saved DOE FRANK PRODUCTION MGMT SECTION DOE PATRICIA DOE. KARL OCFO a3
Saved DOE GARY UNIT RO 1 DOE, ALICE DOE, GARY OCFO 37
Saved DOE GLENDA SECTION NO 1 DOE THOMAS.  DOE, MARY OCFO s37
Saved DOE GLORA PRODUCTION MGMT SECTION DOE. PATRICIA DOE, KARL OLFO .7
Saved DOE HENRY SECTION NO 1 DOE, THOMAS.  DOE, MARY GLFO i
Saved DOE IRA SECTION NO 1 DOE. THOMAS.  DOE. MARY OCFO Exibs
Saved DOE RIS UNIT RO 1 DOE, ALICE DQE, GARY QCFO 37
Saved DOE JANE UNIT KO 1 DOE. ALICE DOE. GARY OCFO a3
Saved DOE JOHK PRODUCTEON MGMT SECTION DOE, PATRICIA DOE. KARL QCFO 5317
Saved DOE HARL UNITHO 1 DOE. ALICE DOE, GARY QCFO 837
Saved DOE KATHY SECTIONNO 1 DOE, THOMAS  DOE, MARY QCFD 317
Saved Do LINDA, SCHEDULING SECTION DOE. Z08 DOE MARK  QCFO 317
Saved DOE MARK SCHEDULING SECTION DOE, Z0€ OOE. MARK QCFD 5317
Saved DOE MARY UNIT RO 1 DOE. ALICE DOE. GARY QCFO 5317
Saved DOE NANCY SCHEDULING SECTION DOE, Z0E DOE, MARK QCFO 37
Saved DOE PATRICIA SECTION NO 1 DOE THOMAS.  DOE. MARY OCFO 5317
Saved DOE THOMAS SECTION NO 1 DOE, THOMAS.  DOE. MARY GCFO 5.7
Saved DOE 20E UNIT b 1 DOE. ALICE DOE, GARY GLFO s317
Saved DOE JR JOHN SCHEDULING SECTION DOE. Z0E DOE MARK.  OCFOD smr
1IAEETER we (28] 5] [
Select Action
Send Messages

Timesheets

|/ 5580
fault $c

Defat Schoduba

Profiles and Settings
o5

Praf

Leave and Premium Pay

Figure 20: Select Timesheets Page

Send Message

Other Actions

Emplayos Accaunts

The following search criteria options are available on the Select Timesheets page:

Pay Period — Used to search for a specific pay period or all pay periods.

Timesheet Status — Used to search for employee records with a specific timesheet status.

Valid values are:

periods and A1l timesheets statuses are selected.

All — Displays all timesheets that are not processed for every pay period, if A11 pay
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Displays all timesheets (including processed timesheets) if a specific pay period and
A11 timesheet statuses are selected.

Saved — Displays timesheets that have been saved.

Pending Attestation — Displays timesheets that have not been validated by the
employee.

All Validated — Displays timesheets that have been validated by employees and
timekeepers.

Validated by Employee — Displays timesheets that have been validated by
employees.

Validated by Timekeeper — Displays timesheets that have been validated by
timekeepers.

Validated by Master Timekeeper — Displays timesheets that have been
validated by master timekeepers.

Validation Overridden — Displays timesheets that have had validation
overrides.

Certified and Pre-processed — Displays timesheets that have been validated,
certified, and are ready for the build file.

Processed — Displays timesheets that have been processed for pay for a specific
pay period.

Note: You must select a specific pay period from the Pay Period drop-down list. If you select
All pay periods and Processed timesheet status, no results are displayed and the message
ALERT: Must choose a pay period for processed timesheets is displayed.

Saved + Emp Validated — Displays timesheets that have been saved and validated
by employees.

Saved + All Validated — Displays timesheets that have been saved and
validated.

User ID — Used to search by user ID.

Last Name — Used to search by the employee's last name.

First Name — Used to include the employee's first name.

Middle Name — Used to include the employee's middle name, if applicable.

Organization — Used to search for employees assigned to a specific Organization or
Agency.
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Note: You must select the Find Org button to view a list of available Organizations or Agencies.

e Timekeeper — Used to search for employees assigned to a specific timekeeper.
e Supervisor — Used to search for employees assigned to a specific supervisor.

e SSN — Used to search by Social Security number (SSN).

e POI — Used to search for a specific POI.

Note: You must specify an Agency (select Find Org) before you can select a POI. Select the Find
POI button to search for a specific POI.

e Active — Used to search for records with these employee status:
e All — Displays employee records with Active and Inactive statuses.
e Active — Displays employee records who are currently active in the system.

e Inactive — Displays employee records who are no longer active in the system
The following links may be accessed from the Select Timesheets page:

e Timesheet

e Timesheet Summary
e Processed Timesheets
e Work Schedules

e Employee Profile

e Leave Balances

e Telework Requests

e Send Message

e Employee Accounts

e Default Schedules
The following pages may be accessed by selecting a link on the Select Timesheets page:

e Timesheet

e Timesheet Summary
e Processed Timesheets
e Schedule Assignment

e Employee Profile
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e Leave Balances

e Telework Request - Current
e Send Message

e Accounts

e Default Schedule
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Managing Delegates

HR Administrators may manage Timekeeper and Supervisor delegates.

To Delegate a Timekeeper or Supervisor:

1.

Select the Manage Timekeeper Delegates link from the Delegates/Reassignment section on
the HR Administrator main menu page. The Select User - Choose a Timekeeper page is
displayed.

Note: Optionally, select the Manage Supervisor Delegates link.

'E.WEBTAW Employee m

HR Administrator Main Menu > Delegate Roles =

Inbox [0] | Settings | Help | Log Out

Select User - Choose a Timekeeper

Name:

[ — =3

Name
DOE. ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE. DONALD - DOED
DOE. DONNA - DOED1
DOE. ELIZABETH - DOE3
DOE, FRANK - DOEF
DOE. GARY - DOEG
DOE, GLENDA - DOEG1
DOE. GLORIA - DOEG2
DOE, HENRY - DOEH
DOE, IRA - DOEI
DOE. IRIS - DOEI Select
DOE, JANE - DOEJ Select
DOE. JOHN - DOEJ1 Select
DOE, KARL - DOEK
DOE. KATHY - DOEK1 Select
DOE, LINDA - DOEL
DOE. MARK - DOEM
DOE, MARY - DOEM
DOE, NANCY - DOEN
DOE, PATRICIA - DOEP
DOE. THOMAS - DOET
DOE. ZOE - DOEZ Select

DOE JR, JOHN - DOEJ2

1-25 of 238 Records

Figure 21: Select User - Choose a Timekeeper Page

[
(%)
(%)
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2. Select the Select button on the row that identifies the timekeeper or supervisor for whom
you want to delegate a backup. The Delegate Roles page is displayed. A table displays
users who have already been delegated as a backup for the timekeeper or supervisor.

_WEBTA_ enviree (0T

HR Administrator Main Menu>

Delegate Roles : Timekeeper

Delegating User: DOE, THOMAS DOET

Name Undelegate

No results
Add Delegate Undelegate All

Figure 22: Delegate Roles Timekeeper Page
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3. Select the Add Delegate button. The Add Delegate page is displayed listing users who are
qualified to be selected as delegates.

~WEBTA' _ envioee (I

HR Administrator Main Menu > Delegate Roles »

Add Delegate - Timekeeper

| Name:

DOE. ALICE - DOEA
DOE. BETTY - DOEB
DOE. CARL - DOEC
DOE. DONALD - DOED
DOE, DONNA - DOED1
DOE. ELIZABETH - DOE3
DOE, FRANK - DOEF
DOE, GARY - DOEG
DOE. GLENDA - DOEG1
DOE. GLORIA - DOEG2
DOE. HENRY - DOEH
DOE. IRA - DOE!

DOE. IRIS - DOEN

DOE. JANE - DOEJ
DOE. JOHN - DOEN
DOE. KARL - DOEK
DOE. KATHY - DOEK1
DOE, LINDA - DOEL
DOE, MARK - DOEM
DOE. MARY - DOEM
DOE, NANCY - DOEN
DOE, PATRICIA - DOEP
DOE. THOMAS - DOET
DOE, ZOE - DOEZ

DOE JR, JOHN - DOEJ2

1-25 of 238 Recoras 121885878810

Figure 23: Add Delegate - Timekeeper Page

4. Select the box next to user(s) you want to select as delegates.
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5. Select the Select Checked Users button. The Delegate Role - Timekeeper page is displayed

listing the newly assigned delegate and a message confirming that the delegation was
successful.

L3
_WEBTA e ()

HR. Administrator Main Menu =

Delegate Roles : Timekeeper

| |Successfu|ly delegated Timekeeper to 1 users ||

Delegating User: DOE, THOMAS DOET

Name Undelegate
DOE, ALICE
1-1 of 1 Records 1 Wiew El
Add Delegate Undelegate All

Figure 24: Delegate Roles Timekeeper Page - Delegate Added
At this point, the following options are available:

Step Description

Select the Add Delegate | Allows you to add additional delegates.
button

Select the Undelegate All | Allows you to undelegate all delegates.
button

Select the Cancel button Returns you to the previous page.

Select the HR Admin tab | Returns you to the HR Administrator Main Menu page.

Select Log Out Logs you out of webTA.
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Reassigning Employees
HR Administrators may reassign employees to other timekeepers and supervisors.
To Reassign Employees to Timekeepers or Supervisors:

1. Select the Reassign Employees to Timekeeper link from the Delegates/Reassignment
section on the HR Administrator Main Menu page. The Reassign Employees to
Timekeeper page is displayed.

Note: Optionally, select the Reassign Employees to Supervisor link.

“WEBTA”  coore- (I

HR Administrator Main Menu >

Reassign Employees to Timekeeper

From: Search for Timekeeper
To: Search for Timekeeper

{ Clear Selections ] [Cancel ]

Figure 25: Reassign Employees to Timekeeper Page
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2. Select the Search for Timekeeper button adjacent to the From: field. The Select User -
Choose a Timekeeper to reassign employees from page is displayed.

_WEBTA _ emioree (D)

HR Administrater Main Menu > Reassign Employees to Timekeeper >

Select User - Choose a Timekeeper to reassign employees from

Select Employee to Takeover:

DOE, ALICE - DOEA
DOE, BETTY - DOEB
DOE. CARL - DOEC
DOE, DONALD - DOED
DOE, DONNA - DOED1
DOE. ELIZABETH - DOEE
DOE. FRANK - DOEF
DOE. GARY - DOEG
DOE, GLENDA - DOEG2
DOE, GLORIA - DOEG1
DOE, HENRY - DOEH
DOE, IRA - DOE!

DOE. IRIS - DOEI1

DOE. JANE - DOEJ
DOE, JOHN - DOEJ1
DOE. KARL - DOEK1
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEM1
DOE, MARY - DOEM
DOE. NANCY - DOEN
DOE. PATRICIA - DOEP
DOE. THOMAS - DOET
DOE. ZOE - DOEZ

DOE JR, JOHN - DOEJ2
1-25 of 155 Records « 12345867 a8 ¢

Figure 26: Select User - Choose a Timekeeper to Reassign Employee From Page

3. Select the Select button adjacent to the timekeeper from whom employees will be
reassigned, if listed. The From: field is now populated.
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OR

Enter the name of the timekeeper from whom employees will be reassigned and select the
Search button. Select the timekeeper from the search results. The From: field is now
populated.

“WEBTA' _ envior- (I

HR Administrator Main Menu >

Reassign Employees to Timekeeper

From; DOE, THOMAS BRIETGHE TR 1 TG
To: Search for Timekeeper

[ Clear Selections | [ Cancel |

Figure 27: Reassign Employees to Timekeeper Page - From Timekeeper
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4. Select the Search for Timekeeper button adjacent to the To: field. The Select User -
Choose a Timekeeper to receive new employees page is displayed.

Inbox [0] | Settings | Help | Log Out

Select Employee to Takeover:

DOE, ALICE - DDEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE, DONNA - DOED1

DOE, ELIZABETH - DOEE

DOE, FRANK - DOEF
DOE. GARY - DOEG
DOE, GLENDA - DOEG2
DOE, GLORIA - DOEG1
DOE. HENRY - DOEH
DOE. IRA - DOEI

DOE. IRIS - DOEH
DOE. JANE - DOEJ
DOE. JOHN - DOEJ1
DOE, KARL - DOEK1
DOE. KATHY - DOEK
DOE. LINDA - DOEL
DOE, MARK - DOEM1
DOE, MARY - DOEM
DOE. NANCY - DOEN
DOE, PATRICIA - DOEP
DOE, THOMAS - DOET
DOE. ZOE - DOEZ

DOE JR, JOHN - DOEJ2
1-28 of 155 Recordy

| Cancel |

1234567

Wiaw

HR Administrator Main Menu > Reassign Employees to Timekeeper >

Select User - Choose a Timekeeper to receive new employees

B

Figure 28: Select User - Choose a Timekeeper to Receive New Employees Page

5. Select the Select button adjacent to the timekeeper who will receive the new employees,
if listed. The To: field is now populated.
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Enter the timekeeper's name in the field, and select the Search button. Select the
timekeeper from the search results. The To: field is now populated.

“WEBTA"_enpiye

HR Administrator Main Menu >

Reassign Employees to Timekeeper

From: DOE THOMAS BCCETG G BATE LT g

[ Save ] [ Clear Selections ] [ Cancel ]

Figure 29: Reassign Employees to Timekeeper Page - To Timekeeper

6. Select the Save button. A message is displayed stating that the reassignment was
successful and the number of employees reassigned.

L]
_WEBTA e (ITZE)

HR Administrator Main Menu =

Reassign Employees to Timekeeper

| |Successfu|ly reassigned 15 employees from DOE, THOMAS to DOE, ALICE. ||

From: DOE, THOMAS SRTSTG BOTa [T ity
ICHEMG SRS Scarch for Timekeeper

[ Save ] [ Clear Selections ] [ Cancel ]

Figure 30: Reassign Employees to Timekeeper Page - Successfully Saved
At this point, the following options are available:

Step Description

Select the Clear Allows you to clear the selections displayed.
Selections button

Select the Cancel button Returns you to the HR Administrator Main Menu page.

Select the HR Admin tab | Returns you to the HR Administrator Main Menu page.

Select Log Out Logs you out of webTA.
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POI/Agency Assignment
HR Administrators may assign and/or remove POIs and Agencies to users in the following roles:

e Master Timekeepers

e Master Supervisors

¢ HR Administrators

e Leave Transfer Program Managers
e COP Administrators

e ECM Administrators

To Assign a POI to an HR Administrator:

1. Select the Assign POIs and Agencies link from the Agency/POI Assignment menu on the
HR Administrator Main Menu page. The Assign POIs and Agencies page is displayed.

~WEBTA' _ envire- ()

HR Administrator Main Menu =

Assign POls and Agencies

Items marked with an asterick* are required.

Select Employee

* Employee: [ Search for Employee ] [ Clear Employee ]

Figure 31: Assign POls and Agencies Page
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2. Select the Search for Employee button. The Select User page is displayed.

~WEBTA  emoor- ()

HR Administrator Main Menu > Assign POls and Agencias >

Select User

. Name:

Name

DOE, ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE. DONNA - DOED1
DOE. ELIZABETH - DOEE
DOE. FRANK - DOEF
DOE. GARY - DOEG
DOE, GLENDA - DOEG2
DOE. GLORIA - DOEGH
DOE, HENRY - DOEH
DOE, IRA - DOE!

DOE, IRIS - DOE!
DOE. JANE - DOEJ
DOE . JOHN - DOEJt
DOE, KARL - DOEK1
DOE. KATHY - DOEK
DOE. LINDA - DOEL
DOE. MARK - DOEM1
DOE, MARY - DOEM
DOE. NANCY - DOEN
DOE. PATRICIA - DOEP
DOE, THOMAS - DOET
DOE. Z0E - DOEZ

DOE JR, JOHN - DOEJ2
1.25 of 154 Records 1234587

[ Cancel |
Figure 32: Select User Page
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3. Select the applicable HR Administrator to assign a POI. The Assign POIs and Agencies

page is displayed with the selection displayed.

'E.WEBTN Employee m

Inbox [0] | Settings | Help | Log Out

HR Administrator Main Menu >

Assign POls and Agencies

Items marked with an asterisk* are required
Select Employee
* Employee: DOE, JOHN { Search for Employee ] [ Clear Employee ]

Assigned Roles: HR Administrator
Profile Agency: OCFO
Profile POI: 5317

Assign Agencies
Agency

No results

Assign POls
POI Action

Mo results
Add POIs

Figure 33: Assigning New POI Page

4. Select the Add POIs button. The Select POIs page is displayed.

.E.WEBTA“ Employee

Inbox [0] | Settings | Help | Log Out

HR Administrator Main Menu > Assign POls and Agencies >

Select POls

ear

POI

13 of 3 Records ; view [25] [57] [150]

Figure 34: Select POIls Page

5. Select the checkbox of the POI(s) to assign to the HR Administrator.

63



Publication Category: T&A Processing
webTA 4.2 HR Administrator

Note: Selecting the checkbox adjacent to POI selects all POIs listed.

~WEBTA_ enviov- (I

HR Administrator Main Menu = Assign POls and Agencies >

Select POls
Agency: POI:

ocro | [ seorch | ciear
POl (]

5260

5320 ]

5327 ]

1-2 of 3 Records 1 Wiew

Figure 35: Select POls Page - POI Selected

6. Select the Select button. The Assign POIs and Agencies page is displayed with new POI
listed.

_WEBTA' _ envior- ()

HR Administrator Main Menu >

Assign POls and Agencies
Hems marked with an astersk® are required
Select Employee
* Employee: DOE, JOHN [ Search for Employee ] [ Clear Employee ]

Assigned Roles: HR Administrator
Profile Agency: OCFO
Profile POI: 5317

Assign Agencies

Agency
No results
Assign POIs
POI Action
5260
1-1 of 1 Records 1 Wiew El E E‘
Add POIs

Figure 36: Assign POIls and Agencies Page - POl Added

At this point, the following options are available:

64



Publication Category: T&A Processing
webTA 4.2 HR Administrator

e )

C ~—

Step

Description

Select the Delete button

Deletes the POI.

Select the Add POls
button

Allows you to add additional POls.

Select the Cancel button

Returns you to the HR Administrator Main Menu page.

Select the HR Admin tab

Returns you to the HR Administrator Main Menu page.

Select Log Out

Logs you out of webTA.
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Organization Management

This option is currently reserved for future use.
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Leave Transfer Program Management

Most HR Administrators will also have LTP Management duties. In order for the HR
Administrator have this access, the LTP Menu On property must be selected on the HR
Administrator role assignment.

The Leave Transfer Program Management function is used by HR administrators to manage
leave transfer programs. webTA provides management for the following three types of leave
transfer programs and tracks transactions associated with each account:

Voluntary Leave Bank Program (VLBP) — Leave banks are established to assist
employees who are experiencing a personal or family medical emergency and have
exhausted his or her available paid leave. Employees may contribute unused accrued

annual leave to the leave bank. Any unused donated annual leave is returned to the leave
bank.

Note: An Agency is not required to establish a leave bank program.

Voluntary Leave Transfer Program (VLTP) — Under VLTP, an employee may donate
annual leave directly to another employee who has a personal or family medical
emergency and who has exhausted his or her available paid leave. Any unused donated
annual leave is returned to the leave donors.

Emergency Leave Transfer Program (ELTP) — In the event of a major disaster or
emergency as declared by the President that results in severe adverse effects for a
substantial number of employees, the President may direct the Office of Personnel
Management (OPM) to establish an ELTP.

Note: In certain situations, OPM may also delegate an Agency to establish an ELTP.

Note: An employee may participate concurrently in VLBP and VLTP.
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HR Administrators use the LTP Management page to manage the Leave Transfer Program. To
access the LTP Management page, select the LTP Management link from the Leave Transfer
program section on the HR Administrators Main Menu page. The LTP Management page is
displayed.

_WEBTA' _ enpore (0220
LTP Managaméant
=

Pending Donaticrs  Approved Donations Balance  Delwte
@ ekl okl

~ o EEEEEE -

M pienty
Mukiple Recipients
1LE-Personal

EEEEEE ~ -

Madical Emangancy

[ P o |

Figure 37: LTP Management Page

The LTP Management page defaults to A11 accounts. To view other account types, select the
applicable account type from the drop-down list and select the Search button. Other account
types available to view are Non-Closed, Open, Closed Pending, and Closed.

The following fields are displayed on the LTP Management page:

Name (see "Name Field Description" on page 230)

Description (see "Description Field Description" on page 224)

Event (see "Event Field Description" on page 226)

Type (see "Type Field Description" on page 239)

Status (see "Status Field Description - LTP" on page 236)

Pending Donations (see "Pending Donations Field Description" on page 233)
Approved Donations (see "Approved Donations Field Description" on page 223)

Balance (see "Balance Field Description" on page 223)
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Delete (see "Delete Field Description" on page 224)

This section includes the following topics:

Voluntary Leave Transfer Program (VLTP) ....ccoiiioiiiieee e 71
Voluntary Leave Bank Program (VLBP).......cccoivioiiiiiiiiiice e 95
Emergency Leave Transfer Program (ELTP).......ccooiviiiiiieii e 112

Voluntary Leave Transfer Program (VLTP)

An employee must apply in writing to their Agency to become a leave recipient under VLTP by
submitting OPM 630, Application to Become a Leave Recipient Under the Voluntary Leave
Transfer Program. If the employee is not capable of making the request, a personal representative
may make the application on behalf of the employee.

For more information see:

Establishing @ VLTP ACCOUNL...........uviiiiiiii ittt e e e e e e e e e 71
Adding Leave Donations to a VLTP Account on Behalf of Employees ................ 77
Approving Donations to a VLTP ACCOUNT ..........ceveiiiiiiiiiieee e 82
Reverting a Leave Donation t0 PENAiNG ..........coooiiiiiiiiiiiiiiice e 85

Closing a Leave Recipient Account and Returning Unused Leave Donations ....90
Deleting a Leave ReCIPIENT ACCOUNT .........ciiiiiiiiei et e e 94

Establishing a VLTP Account

HR Administrators establish VLTP accounts from the LTP Management page.
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To Establish a VLTP Account:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator Main Menu page. The LTP Management page is displayed.

_WEBTA _ coporee (D

HR A stor Main Meny >
LTP Managemeant
Name: Dernciption: Event; Typs: Statn
. ER] -~ | - |
Hame Dascription Evert Tyee T Pandng Donations  Approved Donatiors. © Balance  Delwte
DOE_ ALICE Maningoma Brain Tumor N Reciphent Voluniary Laave Transies Program  Closed 0 200 2000
Madical isues N Racigaant Veluntary Laave Transter Pregram Open (] [17] (1] %]
Matwrity Loae Mo Fiecipaant Emmegency Ladve Transler Program. Closed 0 [T7] 000 X
Matserity Losva Koy Riacipiant Voluriacy Laave Transier Program  Closed 0 (1] (1) X
LTP- Sistar Sister Vokntacy Lagve Transier Program  Clossd 0 600 5 x
EXTERNAL DONATIONS P Rinciphent Wokuntary Laave Transter Program Closed (] [17] 000 [¥]
WLNESS - CHILD BRTH Mo Rescipien Vokatary Liwvs Tranaler Progeam  Closed [] [T [T [%]
SERIOUS ILLNESS Mo Flasiguent o Open ] [T (1) [X]
SERIOUS ILLNESS N Recipient Closed 0 (1] 0.0 [X]
KLKESS Ne Reciplant e L] (5] (1 L]
SERIOUS LLNESS N Racigment dor Progy sm Closad L] (1] L1 %]
CHILD BIRTH No Racipiant Velntary Lagve Transler Program  Opan [] (1] .00 [X]
LLNESS-CHILD BIRTH Mo Fidcigmant Viskartary Laave Transter Progam Closed (] (1] 000 [x]
+ LV donations gaing 1o DUTSIDE Agencies No Racipant Ladrrt Bana Program Open [] (1] [ X
LV donations coming INTO Agenty N Racipiant Lirvs Bank Prasram Opn L] o (1) (]
CLOSE - Leave Bank (Dec. 21, 2017 - Jan 31.2018)  Muliphe Recipients Lewrvs Bank Program Open ] 1018500 250915 x
CLOSE - Leave Bank (Dec. 21, 2017 - Jan. 31, 2018) Mubigle Recipients. Lewrve Bark Program Open L] Fikra ] 45
CLOSE - Leave Bank (Dec 21, 2006 - Jan 31, W017) 1LB-Parsonal Laarve Bank Program Closed L] 56000 SN
MEDICAL EMERGENCY MEDICAL EMERGENCY 2 Voluntary Leave Transfer Program  Closed 0 e 1689 X
Hrass M Rircipeent WVikuntary Laave Transfor Program Clased (] (1] (1 [%]
LLNESS i Riacipeant Visluntary Lagve Tranater Progrsm Clonad (] (1] 00 (X]
Madical Emeepancy oo Recipient Wokuntary Leawe Transler Program Closed L] (1] [ [x]
Madcal Emesgency M Foecipient Vigkantary Laave Transler Program Closad [] (1] (1= (%]
EMERGENCY MEDSCAL N Riaciphant Vighukary Tranater Prage am Cloiad (] (1] [1-) [X]
Madical Emaegancy No Recipient Vokortary Loave Transier Program  Closed 0 [T (1 =]
T veu [

[ A4 1P Accous

Figure 38: LTP Management Page

2. Select the Add LTP Account button. The Add LTP Account page is displayed.

_“WEBTA" _ envior (IR

HR. Administrator Main Menu = LTP Management =

Add LTP Account

Items marked with an asterisk* are required.

* Name:
# Type: |Voluntary Leave Transfer Program ¥

Description:

Figure 39: Add LTP Account Page
3. Enter a name for the leave transfer account. This is a required field.
4. Select Voluntary Leave Transfer Program from the drop-down list.

5. Enter a description or additional information regarding the VLTP account.
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6. Select the Ssave button. The Edit LTP Account page is displayed with a message that the
account was saved.

“WEBTA'_ enviree ()

HR Administrator Main Menu > LTP Management >

Edit LTP Account

l |5uccess§ully saved the account 'JOHN DOE". II

Items marked with an astensk* are requ-red.
* Name: |JOHN DOE

Type: Voluntary Leave Transfer Program

Description: Medical Emergency
Status:
Total Donations:
Total Approved Donations: 000
Total Deductions:
Balance: 0.0

Recipient
Name LTP Leave Limit Event Start Date End Date Delete

Add Recipient

Donations
Name Leave Type Amount Status Pay Period Approved By Delete

No results
Add Donation Add External Donation
Deductions

Name Leave Type Amount Pay Period Delete

No results

[ Save ] [ Close nccount] [ Cancel ]

Figure 40: Edit LTP Account Page - Adding VLTP Account
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7. Select the Add Recipient button. The Select Recipient page is displayed.

_WEBTA_ enviovee (I

HR Administrator Main Menu > LTP Management > LTP Account > LTP Recipient >

Select Recipient - DOE, JOHN - OCFO

| [ 5eorn ] oo

Name
DOE, ALICE - DOEA
DOE, BETTY - DOEB
DOE, CARL - DOEC
DOE, DONALD - DOED
DOE. DONNA - DOED1
DOE, ELIZABETH - DOEE
DOE, FRANK - DOEF
DOE. GARY - DOEG
DOE, GLENDA - DOEG2
DOE, GLORIA - DOEGY
DOE, HENRY - DOEH
DOE, IRA - DOEI
DOE, IRIS - DOEI
DOE, JANE - DOEJ
DOE, JOHN - DOEN
DOE, KARL - DOEK1
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEM1
DOE, MARY - DOEM
DOE, NANCY - DOEN
DOE, PATRICIA - DOEP
DOE, THOMAS - DOET
DOE, ZOE - DOEZ
DOE JR - DOEJ2

1-25 of 470 Records 12314887808 10 view [28] [50] [109)

ﬁ
D
o

o
Q

olola
ajaia

D
Q

3
aja

4 B B A B S
Q

Figure 41: Select Recipient Page
8. Select the applicable employee.
OR

Enter the employee's name and select the Search button.
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The LTP Recipient page is displayed with the recipient and position data listed.

“WEBTA'

Employee m

Inbox [3] | Settings | Help | Log Out

HR Administrator Main Menu = LTP Management = LTP Account >

LTP Recipient

Items marked with an asterisk* are required.

LTP Account:
Recipient:
* Event:

* Position:

* Grade:

* Step:

* LTP Leave Limit:

* Medical Emergency Type:

* Start Date:

* End Date:

Statement of Condition:

JOHN DOE
DOE, JOHN

* Personal
Family

Month Day Year .

Menth Day Year

Characters Remaining: 750

Figure 42: LTP Recipient Page - Adding Recipient to a VLTP Account

9. Complete the following fields:

Event (see "Event Field Instruction (Required)" on page 226)

LTP Leave Limit (see "LTP Leave Limit Field Instruction (Required)" on page 229)

Medical Emergency Type (see "Medical Emergency Type Field Instruction (Required)

on page 229)

"

Start Date (see "Start Date Field Instruction - LTP (Required)" on page 235)

End Date (see "End Date Field Instruction - LTP (Required)" on page 225)

Statement of Condition (see "Statement of Condition Field Instruction" on page 236)

Note: The Position, Grade, and Step fields are populated when the Recipient is selected.
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10. Select the Save button. The message Recipient saved is displayed.

-
_WEBTA o (I

HR Administrator Main Menu > LTP Management = LTP Account >

LTP Recipient

| |Recipie|‘|t saved ||

Iltems marked with an asterisk* are required.
LTP Account: JOHM DOE
Recipient: DOE, JOHN

* Event: |Motor Vehicle Accident
* Position: |PROG ANAL
* Grade: |11
* Step: |04
* LTP Leave Limit: |240:00

* Medical Emergency Type: e E:?ﬁ;al
* Start Date: |Apr 01,2019 )
* End Date: |May 13,2019 =)

Statement of Condition:

Characters Remaining: 750

Figure 43: LTP Recipient Page - Adding Recipient
At this point, the following options are available:

Step Description

Select the Save button Saves any changes you may have made. You remain on the LTP
Recipient page. The message Recipient saved is displayed.

Select the Cancel button Returns you to the Edit LTP Account page.

Select the HR Admin tab | Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.
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Adding Leave Donations to a VLTP Account on Behalf of Employees

Donations to leave transfer accounts can either be entered by the donating employees through the
Leave Transfer Program section on the Employee Main Menu page, or they may be entered by a
LTP Manager (or HR administrator with LTP rights) from the LTP Management page.
Donations must be approved before they can be used by an approved recipient.

Note: Donations received from outside the Agency must be entered by the HR Administrator.

To Add a Donation to a VLTP Account:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator Main Menu page. The LTP Management page is displayed.

_WEBTA envoe (I
LTP Managaméant
Namas: Dencription: Event: Typee Status
AR Al
Mama Daerigion Event Typa Dot
Manimgoma Brain Tumer Mo Frecipaent Vigduntary Laave Transler Program x
Madcal i Moy Riecipiant Violuntary Laave Transier Program K4
Matprrity Laaa Mo Facipant Ersigancy » Traraber Program X
Matermity L eds Nz Racgment Vighontary Laave Transter Program [E3)
LTP- Sistar Sister X
EXTERNAL DONATIONS W Fecipaent X
RLNESS - CHILD BIRTH Mo Recipagnt %]
MESS N Feipiant [X]
Ne Recipaent (X]
N Recipaent [X]
N Racigmant X
N Facipiant [x]
RLNESS-CHILD BIRTH Ko Figcipapert [X]
¢ LV denaons gaing 1o OUTSIDE Agencies N Fiacigaant [X]
e ming INTO Agescy Moo Foecipignt ]
cLo Bank (Dec. 21, 2017 - Jan 31.2018)  Muliple Recipients =
Bank (Dec 21, 2007 Jan 31 2018)  Mulliphe Raciphents Lewve Bank Program X
=T, ave Bank (Dec 21, 2016- Jan 31.2017)  ILB-Personal Leave Bank Program x
MEDICAL EMERGENCY MEDICAL EMERGENCY Z Vo v .
Hrass No Flacipiant L]
LLNESS N Flecipient LX]
Madcal Emergency M Rleciphant L]
Madical Emasgancy N Racipiant [x]
EMERGENCY MEDSCAL N Freciphent [X]
Madical Emaegancy N Reccipient %]

Figure 44: LTP Management Page
2. Select the applicable recipient.

OR

Enter the recipient's name and select the Search button.
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The Edit LTP Account page is displayed.

~WEBTA' e (XD

HR Administrator Main Menu > LTP Management >

Edit LTP Account

ltems marked with an asterisk* are required
* Name: JOHN DOE
Type: Voluntary Leave Transfer Program
Description: Medical Emergency
Status:
Total Donations: (
Total Approved Donations:
Total Deductions:

Balance:
Recipient
Name LTP Leave Limit Event Start Date  End Date Delete
DOE, JOHN 240:00 Motor Vehicle Accident 2019/04/01 2019/05/13
Donations

Name Leave Type Amount Status Pay Period Approved By Delete

No results
Add External Donation
Deductions

Name Leave Type Amount Pay Period Delete

No results

[ Save | [ Close Account | [ Cancel |

Figure 45: Edit Leave Account Page - Adding VLTP Donation
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3. Select the Add Donation button. The Select Donor page is displayed.

“WEBTA' _ envior ()

HR Administrator Main Menu > LTP Management > LTP Account > LTP Recipient >

Select Donor
Name: Agency:
| I [ seorch | cieor
* Name + Agency
DOE, ALICE - DOEA OCFO
DOE, BETTY - DOEB QOCFO
DOE. CARL - DOEC OCFO
DOE, DONALD - DOED OCFO
DOE, DONNA - DOED1 FsA
DOE. ELIZABETH - DOEE QCFO Select
DOE, FRANK - DOEF OCFO Select
DOE, GARY - DOEG OCFO Select
DOE, GLENDA - DOEG2 QCFO Select
DOE, GLORIA - DOEG1 OCFO Select
DOE, HENRY - DOEH QOCFO
DOE. IRA - DOEI OCFO
DOE, IRIS - DOEN OCFO
DOE, JANE - DOEJ QCFO
DOE. JOHN - DOEJ1 OCFO
DOE, KARL - DOEK1 FSA
DOE, KATHY - DOEK OCFO
DOE, LINDA - DOEL OCFO
DOE, MARK - DOEM1 OCFO
DOE, MARY - DOEM QOCFO
DOE, NANCY - DOEN OCFOQ
DOE, PATRICIA - DOEP OCFO
DOE. THOMAS - DOET FSA
DOE, ZOE - DOEZ OCFO
DOE JR, JOHN - DOEJ2 QCFO
1-28 of 430 Records < 12345878910

Figure 46: Select Donor Page
4. Select the applicable donor.
OR

Enter the donor's name and select the Search button.
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The Add LTP Donation Page is displayed with the donor's name and position information

listed.

“WEBTA'

Employee m

Inbox [3] | Settings | Help | Log Out

HR Administrator Main Menu > LTP Management > LTP Account >

Add LTP Donation

Iltems marked with an asterisk* are required.

LTP Account:
User Name:
Leave Type:

* Position:
* Grade:
* Step:

* Leave Type:

JOHN DOE
DOE, MARK
Annual Leave

ITSPEC (SYSANALYSIS)
13
07

Annual Leave [EREETE Y ESVERT

* Amount:
* Pay Period: |24 -2019: Nov 24, 2019 - Dec 07, 2019 *
Donation Limit Waiver:
Remarks:
Approver Remarks:
Status: Unsaved
Total Hours Needed: 240:00

* Restoration Preference:

Restore to Current Leave Year ¥

Unused Leave can be donated to another recipient after it is restored.

Figure 47: Add LTP Donation Page

5. Complete or edit the following fields:

Leave Type (see "Leave Type Field Instruction - LTP Donation (Required)" on page
229)

Amount (see "Amount Field Instruction - LTP Donation (Required)" on page 223)

Pay Period (see "Pay Period Field Instruction - LTP Donation (Required)" on page
232)

Account (see "Account Field Instruction" on page 222)
Donation Limit Waiver (see "Donation Limit Waiver Field Instruction" on page 224)
Remarks (see "Remarks Field Instruction" on page 233)

Restoration Preference (see "Restoration Preference Field Instruction (Required)" on
page 233)
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6. Select the save button. The Edit LTP Account page is displayed with the status as
Submi tted and the message Donation saved.

_WEBTA' _ cnviovee (I

HR Administrator Main Menu > LTP Management > LTP Account >

Edit LTP Donation

| |Donalion saved ||

Items marked with an asterisk* are required

LTP Account: JOHM DOE
User Name: DOE, MARK
Leave Type: Annual Leave

* Position: ITSPEC (SYSANALYSIS)
* Grade: 13
* Step: 07
* Amount: 8:00
* Pay Period: 24 - 2019 : Nov 24, 2019 - Dec 07, 2019~ v
Account:  JOCOOOCOOGOAX (Paid Leave)
Donation Limit Waiver:
Remarks:
Approver Remarks:

Status: Submitted
Total Hours Needed: 240:00

* Restoration Preference: 'Restore to Current Leave Year ¥

Unused Leave can be donated to another recipient after it is restored

[ Save] [ Appro\re] [ Rejeci] [ Delete ] [ Cancel ]

Figure 48: Edit LTP Donation Page - VLTP Donation Saved
At this point, the following options are available:

Step Description

Select the Save button Saves the LTP donation. You remain on the page and the message
Donation saved is displayed.

Select the Approve button | Approves the LTP donation. You remain on the page and the message
Donation approved and the Revert to Pending button are displayed.

Select the Reject button Rejects the LTP donation. You remain on the page and the message
Donation rejected and the Revert to Pending button are displayed.

Select the Delete button Deletes the LTP donation. You remain on the page and the message
Donation deleted is displayed.

Select the Cancel button Returns you to the Edit LTP Account page.

Select the HR Admin tab | Returns you to the HR Administrator Main Menu page.

Select Log Out Logs you out of webTA.
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Approving Donations to a VLTP Account

Leave donations from employees must be approved before they can be credited to a leave
recipient's account.

To Approve Leave Donations:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator Main Menu page. The LTP Management page is displayed.

“WEBTA"

HR Administrator Main

ST HR Admin Inbox [3] | Settings | Help | Log Out

ny

LTP Managemant
Hama: Densiiption: Eveat: L Status:
8 SR o ] -
Dascriphion Evert Typs Sttia Panding Donasons | Appitved Donsiond | 1 Balsace  Dalite

Maningioma Brain Tumeor N Recipsant Voluntary Leave Transter Program Cloried [] Pl Pty X
Madcal s N Recigaent Velntary Laave Transter Program  Openy [] [T7] (1) X
Matemity Leave Moy Ficipant Emargency Laave Transler Program  Closad ? (1] [
Matemity Leave N Recipiant Vighontary Ladve Transler Program Clirped L] o (1 ]
LTP- Sestas Sistar Vektary Ladve Transter Program  Closad 0 609 53 X
EXTERNAL DONATIONS o ecipient Voluntary Laave Transler Program  Closed ] [T [
RLNESS - CHILD BRTH Mo Recipient Vohrtary Laave Transler Program  Cloned 0 [T7] [T [X]
SERIOUS ILLNESS Mo Retipaent Valontary Laavs Tranalor Program  Oped [] [T7] (1] [X]
SERIOUS ILLNESS Nes Recipient Viokntary Laave Transter Program Closed [} (T3] [T [X]
ILLNESS Mo Fiscipuant Viehartary Laave Transler Prosgeam Closed (] (1] (1 [X]
SERIOUS ILLNESS Mo Faigmarit Mshaitary Laave Tranafer Prageam Closed (] (1] (1 [x]
CHILD BIRTH N Recigmant Volmtary Laave Transter Progeam  Opany (] [15) 000 [X]
RANESS-CHILD BIRTH N Racipant Vihartary Leave Transter Prog am Chined L] e o E]

t LV danationi gaing 1o OUTSIDE Ageacs Nes Raciphanit Lk B P L] o (1] ]
LV donations coming INTO Agency Ko Riecipient Lears Bank Program Open 0 (1] (1 ]
CLOSE - Leave Bank (Dec. 21, 2017 - Jan 31.2018)  Mubiple Recipisnts Lewvs Bank Progran Openy [] 1918500 0915 X
CLOSE - Leave Bank (Dec 21 2017 - Jan 31 2018)  Mubiphe Recipients Lewve Bank Program Open [] M X3
CLOSE - Leave Bank (Dec 21, 2016- Jan 31.2017)  1LB-Personal Leave Bank Program Ciosed 0 56000 SIL®
MEDICAL EMERGENCY MEDICAL EMERGENCY 2 Volntary Leave Transfer Program ~ Closed 0 1nree 1640 X
Hinazs P acipient Wekuntary Laave Transfor Program Clased [] [17] (1] 4]
LLNESS N Freciplant WVoluntary Leave Transfor Program Closed L] [T-] £.00 %]
Madical Emesgancy Mo Recipiant Woluntary Leave Transfer Program Closed ] (1] (1) [X]
Madical Emeegancy Ko Recipient Volantary Laave Transler Program  Closed 8 (1] (1 [X]
EMERGENCY MEDICAL N Fiecipient Volantary Ladve Transfer Program  Closed 0 (1] (T [&]
Madscal Emaegency Noo Recigient Volontary Laave Transler Program  Closed 0 [1] L1 %]

Tl weu O E

Figure 49: LTP Management Page

2. Select the name link of the LTP account to view the pending donations.
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OR

Enter the applicable name and select the Search button. The Edit LTP Account page is
displayed.

st B
“WEBTA™  evpioyee m Inbox [3] | Settings | Help | Log Out
HR Administrator Main Menu > LTP Management >

Edit LTP Account

Hems marked with an asterisk* are required.
* Name: DOE, JOHN

Type: Voluntary Leave Transfer Program
Description: Medical Emergency
Status: Open
Total Donations: 24
Total Approved Donations: |
Total Deductions: 0.0/
Balance: 000

Recipient
Name  LTP Leave Limit Event Start Date  End Date Delete
DOE, JOHN 240:00 | Motor Vehicle Accident | 2019/04/01 | 2019/05/13
Donations

Name Leave Type Amount Status

Pay Period Approved By Delete
DOE, ALICE  Annual Leave

800 Submitted | 2019-24: 1124/2019 - 12/07/2019

DOE, CARL Annual Leave | $:00 Submitted 2019-24: 11/24/2019 - 12/07/2019
DOE, MARK Annual Leave | 8.00 Submitted 2019-24: 1172472019 - 12/07/2019
1-2 of 2 Recoeds 1 view [25] [50] [100]
Add Donation Add External Donation

Deductions

Name Leave Type Amount Pay Period Delete

No results

[Save] [ CloseAccount] [ Cancel )

Figure 50: Edit LTP Account Page - Approving Donations
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3. Select the name link of the donation to approve. The applicable Edit LTP Donation page

is displayed.

“WEBTA'

Employee RG] Inbox [3] | Settings | Help | Log Out

HR Administrator Main Menu > LTP Management > LTP Account >

Edit LTP Donation

Items marked with an asterisk® are required

LTP Account:

User Name:

Leave Type:

* Position:

* Grade:

* Step:

* Amount:

Pay Period:

Account:

Donation Limit Waiver:
Remarks:

Approver Remarks:
Status:

Total Hours Needed:

* Restoration Preference:

DOE, JOHN
DOE, MARK
Annual Leave

LEAD SENIOR SYSTEMS Al

14

08

8:00

2019-24: 11/24/2019 - 12/07/2019

XOOCOOOOXKXXXXX (Paid Leave)

Submitted
240:00

Restore to Current Leave Year ¥

Unused Leave can be donated to another recipient after it is restored

[ save | [ Approve |

[ Reject |

[ Delete | [ Cancel |

Figure 51: Edit LTP Donations Page - Approving Donation

Enter any applicable remarks in the Approver Remarks field.

Note: The Restoration Preference defaults to Restore to Current Leave Year. If desired, select
Restore to Next Leave Year from the drop-down list.
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5. Select the Approve button. The LTP Donation page with the status of Approved and the
message Donation approved is displayed.

.E ’ W E BTAM Employee m

HR Administrator Main Menu > LTP Management = LTP Account >

Inbox [3] | Settings | Help | Log Out

LTP Donation
| Donation approved
LTP Account: DOE, JOHN
User Name: DOE, MARK
Leave Type: Annual Leave
Position: LEAD SENIOR SYSTEMS ACCOUNT
Grade: 14
Step: 08
Amount: 300
Pay Period: 2019-24: 11/24/2015 - 12/07/2015

Account: OOOCOQOCOCOCCX( (Paid Leave)

Donation Limit Waiver:

Remarks:

Approver Remarks:

Status:

Total Hours Needed: |
Restoration Preference:

Mo

Approved
0

estore to Current Leave Year

Unused Leave can be donated to another recipient after it is restored.

[ Revert to Pending ] [ Cancel ]

Figure 52: LTP Donation Page - Donation Approved

At this point, the following options are available:

Step

Description

Select the Cancel button

Returns you to the Edit LTP Donation page.

Select the Revert to

Pending button

Returns the donation to Pending status.

Select the HR Admin tab

Returns you to the HR Administrator Main Menu page.

Select Log Out

Logs you out of webTA.

Reverting a Leave Donation to Pending

In the event that an employee needs to adjust an approved leave donation before it is credited to a
leave recipient's account, HR Administrators are able to revert the approved leave donations to a
pending status.

85



Publication Category: T&A Processing
webTA 4.2 HR Administrator

To Revert an Approved Leave Donation to Pending:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator main menu page. The LTP Management page is displayed.

_WEBTA _ covore IR

HR Administrator Main Menu >

LTP Managemsant
Hama: Description: Event: Seatus:
i SICR— - ] -
Decripnen Evert Trie Funa Pending Donatony  Apprived Donations. 1 Balance  Dalete

Maningoma Brain Tumor N Riecipaant. Voduntary Laave Transler Progeam Clossad (] 20 po i)
Medcal ne Moo acigmant Voluntary Laave Transier Program  Openy [] (1] (1) X
Matorrity Ladd N Riacipasnt Ermigency Ladve Transler Program  Clased (] [17] 000 X
Matormity Lawve Fs Ripcigant Voliary Lowve Transler Program  Closed 0 [T [T 3]
LTP- Sistar Sister Vohntiry Laave Transter Program  Closed 0 600 % X
EXTERNAL DONATIONS Hes Recigient Vohotary Lagve Transfer Progeam Clossd 0 [T (17
ILLNESS - CHILD BRTH N Riecipaent Vehotary Loave Tranaler Program  Closed 0 [T (17 [¥]
SERIOUS ILLNESS Nep Rcipiant Violuntary Laave Transter Progeam Cpen L] (1] [T [¥]
SERIOUS ILLNESS Nis Riecipiont Vekntary Logve Transter Program  Closed 0 (1] 0.0 [X]
ILLNESS e Rraciguant Wihuntary Laavs Transder Progeam Closad [] [15] (1] [x]
SERIOUS ILLNESS Nep Racipiant Wiolntary Laave Transter Progeam Closed L] (1] (1] [x]
CHILD BIRTH Nt Facipiant Vikntary Laave Transler Progeam Cpans [] (1] .00 [X]
RLNESS-CHILD BIRTH N Flacigaant Volneary Loave Transfer Program  Clossd 0 [} (1 [®]

f LV donations gaing 1o QUTSIDE Agencies N Racipiant Litrvs Bani Program Open L] (L] (1) [%]
LV donations coming INTO Agenty Ny Racipaant Laarve Bani Program Opan L] [1] (1 X
CLOSE - Leave Bank (Dec 21, 2017- Jan 3. 2018)  Mubipls Recipients Liwvs Bk Progamn Open ] 1918599 20915 -
CLOSE - Leave Bank (Dec. 20, 2017 - Jan. 31, 2018)  Muliphe Recipients Lawve Bank Program Open ° LM 045
CLOSE - Laave Bank (Dec 21, 2016 - Jan 31,2077} 1LB-Parsonal Lawve Bank Program Cased 0 SE000 511N X
MEDICAL EMERGENCY MEDICAL EMERGENCY 2 Volntary Leave Transfer Program  Clsed 0 1700 1650 X
[ Mo Recipient WVikuntary Laave Transfor Program Clased (] (1] (1 X
ILLNESS N Rreccipiant WViskuntary Laaws Tranafer Program Closed L] (1] £.00 L]
Madical Emergency Nes Recigiant Volntary Laawe Transfor Program  Closed 0 [0} [ (%]
Madical Emesgancy Hia Rrecipsnt Volantary Laave Transter Program Closad [] e (1= (%]
EMERGENCY MEDICAL No Reciphant Vokontary Lidws Tranaler Program  Clobad ] (1] (1 (%]
Medical Emesgency N Recipaant Vhuntiary Laarve Transder Program Closad L] (1] (1 %]

EERI T RN L LU vee [ 5

Figure 53: LTP Management Page
2. Select the applicable leave transfer account.

OR

Enter the leave transfer account's name in the Name field and select the Search button.
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The Edit LTP Account page is displayed.

_WEBTA' _ enpioye

HR Administrator Main Menu > LTP Management >

Edit LTP Account

Hems marked with an asterisk® are reguared.

* Name: | JOHN DOE

Type: Voluntary Leave Transfer Program
Description:  Medical Emergency
Status: Open
Total Donations: 24.00
Total Approved Donations: 2400
Total Deductions: (.00

Balance: 24.00

Recipient
Name  LTP Leave Limit Event Start Date = End Date Delete
DOE, JOHN 24000 Motor Vehicle Accident | 2019/04/01 201905113
Donations
MName Leave Type Amount Status Pay Period Approved By Delete

DOE. ALICE |Annual Leave | 8:00 Approved 2019-24: 112472019 - 12/07/2019  DOE, THOMAS - DOET™"
DOE.CARL Annual Leave | 8.00 Approved 2019-24: 112472019 - 12/07/2019 | DOE, THOMAS - DOET™™
DOE, MARK Annual Leave | 8.00 Approved 2019-24: 112472019 - 12/07/2019 | DOE, THOMAS - DOET™

1-3 of 3 Rasords 1 wiww [28] [50] [300]
Add Donation Add External Donation
Deductions

Name Leave Type Amount Pay Period Delete

No results

Add Deduction

[(save ] [ Close Account] [ Cancel |

Figure 54: Edit LTP Account Page - Reverting Donation
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Select the applicable name link of the leave donation to revert. The LTP Donation page is

displayed.

“WEBTA

Employee m

HR Administrator Main Menu > LTP Management = LTP Account >

LTP Donation

LTP Account:

User Name:

Leave Type:

Position:

Grade:

Step:

Amount:

Pay Period:

Account:

Donation Limit Waiver:
Remarks:

Approver Remarks:
Status:

Total Hours Needed:
Restoration Preference:

JOHN DOE

DOE, MARK

Annual Leave

ITSPEC (SYSANALYSIS)
13

2019-24: 11/24/2019 - 12/07/2019
JOCO00000000000 (Paid Leave)
Na

Approved

Restore to Current Leave Year

Unused Leave can be donated to another recipient after it is restored.

[ Revert to Pending ]

[ Cancel ]

Figure 55: LTP Donation Page - Reverting Donation

Inbox [3] | Settings | Help | Log Out
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4. Select the Revert to Pending button. The Edit LTP Donation page with the message
Donation reverted displayed.

“WEBTA'

HR Administrator Main Menu =

Employee QUG

LTP Management > LTP Account >

Inbox [3] | Settings | Help | Log Out

Edit LTP Donation

| Donation reverted

Items marked with an asterisk® are required
LTP Account: JOHN DOE
User Name: DOE, MARK
Leave Type: Annual Leave

ITSPEC (SYSANALYSIS)
* Grade: 13

* Position:

* Step: 07

* Amount: 800

* Pay Period: | 24 - 2019 : Nov 24, 2019 - Dec 07, 2019 " »

19R5SGAXAGHAMPAND (SRB MAD Paid Leave)

Account:

Donation Limit Waiver:
Remarks:

Approver Remarks:

Status: Submitted

Total Hours Needed:
* Restoration Preference:

Restore to Curmrent Leave Year ¥

Unused Leave can be donated to another recipient after it is restored.

[ save | [ Approve | [Reject]| [ Delete | [ Cancel |

Figure 56: Edit LTP Donation Page - Donation Reverted
At this point, the following options are available:

Step Description

Select the Save button Saves the LTP donation. You remain on the page and the message

Donation saved is displayed.

Select the Approve button

Approves the donation. You remain on the page and the message
Donation approved and the Revert to Pending button are displayed.

Select the Reject button

Rejects the LTP donation. You remain on the page and the message
Donation rejected and the Revert to Pending button are displayed.

Select the Delete button

Deletes the LTP donation and returns you to the Edit LTP Donation
page with the message Donation deleted displayed.

Select the Cancel button

Returns you to the Edit LTP Accounts page.

Select the HR Admin tab

Returns you to the HR Administrator Main Menu page.

Select Log Out

Logs you out of webTA.
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Closing a Leave Recipient Account and Returning Unused Leave Donations

When an account is no longer needed, it must be closed. An employee’s leave donation account
cannot be closed while pending transactions exist. Pending transactions are those transactions
that have been recorded in webTA, but have not yet been transmitted to NFC for processing.
When closing a leave transfer account with a remaining balance, the donated leave is returned to
the donor(s) in proportion to the amount donated.

Note: Accounts set up in error may be deleted. Deleting an account removes the record from the database.

To Close a VLTP Account and Return Unused Leave:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator main menu page. The LTP Management page is displayed.

“WEBTA Employee m Inbox [3] | Settings | Help | Log Out
HR Adrndnistrator Main Meny >
LTP Managemant
Mame: Deneription: Event: Type: Statun:
Al A1
L] Dbirighin Evert Tyee Dlate
Maningioma Brain Tumor WViekuniary Luave Transier Progeam i
E3]
[
lE3]
LTP- Simter X
EXTERNAL DONATIONS Moo Foecipiant X
ILLNESS - CHILD BIRTH W Fecipient ®]
N Recigagnt X]
M Flasipment [X]
M Recipent X
Mo Racguent %]
M Fractipaant [X]
LN o BRTH N Racipaant _I'
¢ LV donations gaing 1o CUTSIDE Agencies Mo R gmit :;_(J
v ming INTO Agerety Mo Rascipignt ]
€L Bank (Dec. 21, 2017 - Jan 31.2018)  Muliple Recipients Lewrs Bark Program x
TLC Bank (Dec. 21, 2017 - Jan /] Muiple Fecipients Lewrve Bark Program x
CLOSE - Leave Bank (Dec 21, 2006 - Jan 31, W017) 1LB-Personal Laarve Bark Program X
MEDICAL EMERGENCY MEDICAL EMERGENCY 2 X
Hrasy N Fiecipient %]
ILLNESS N Racipiant 1]
Madical Emesgancy e Fecipiont [x]
Madical Emergency Ny Racipeant Volrtary Leave [X]
EMERGENCY MEDSCAL N Raciphant Vshuntary La, [X]
Meducal Emergency N Recipmant Violuntary Leave Transler Program le

Figure 57: LTP Management Page
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2. Select the applicable recipient account to close. The applicable Edit LTP Account page is
displayed.

“WEBTA_ emone

HR Administrator Main Meny >
Edit LTP Account

Mems marked wilth a0 astensie are requeed
* Name: |DOE, JOHN
Type: Voluntary Leave Transfer Program
Description: |MEDICAL EMERGENCY

Status: Open

Total Donations: 123.00

Total Approved Donations: 123.00
Total Deductions: $2.30

Balance: 30.30
Recipient
Name  LTP Leave Limit Event Start Date  End Date Delete
DOE, JOHN 1080.00 MEDICAL EMERGENCY | 2018/07/06 201508730
Donations.
Name Leave Type Amount Status Pay Period Approved By Delete

DOE, ALICE Annual Leave  5.00 Approved 2018-24: 11/25/2018 - 12/08/2018 DOE. THOMAS - DOET
DOE, BETTY Annual Leave  8.00 Approved 2018-18: 09/02/2018 - 09/152018 DOE. THOMAS - DOET
DOE, DONALD  Annual Leave  4.00 Approved 2018-25: 12/09/2018 - 122272018 DOE. THOMAS - DOET
DOE, ELIZABETH Annual Leave 400 Approved 2018-25: 12/09/2018 - 12222018 DOE, THOMAS - DOET
DOE, FRANK Annual Leave 1500 Approved 2018-19: 09/16/2018 - 09292018 DOE. THOMAS - DOET

DOE. JANE Annual Leave 24:00 Approved 2018-18: 09/02/2018 - 09152018 DOE, THOMAS - DOET

DOE. KARL Annual Leave 800 Approved 2018-18: 09/0272018 - 09/152018 DOE. THOMAS - DOET

DOE, LINDA Annual Leave 1600 Approved 2018-19: 09/16/2018 - 09292018 DOE. THOMAS - DOET

DOE, NANCY Annual Leave 600 Approved 2019-04: 02/17/2019 - 03022019 DOE, THOMAS - DOET

DOE, ZOE Annual Leave 2400 Approved 2018-18: 09/02/2018 - 09152018 DOE, THOMAS - DOET

DOE JR.JOHN  Annual Leave 800 Approved 2018-18: 09/02/2018 - 09152018 DOE, THOMAS - DOET

1411 8¢ 11 Recersy R v (3] (5] 155
Add External Donation

Deductions

Name Leave Type Amount Pay Period Delete

DOE. JOHN VLTPUsed  1:45 2018-25: 12092018 - 122272018
DOE, JOHN VLTP Used  2.00 2018-23: 111172018 - 1172472018
DOE, JOHN VLTP Used  5.00 2018-22: 10/28/2018 - 11/10/2018
DOE, JOHN VUTP Used 1400 2018-1%: 09162018 - 09/29/2018
DOE, JOHN VLTP Used 6945 2018-18: 09/02/2018 - 09152018
18 of & Recoras calew view 28] (53] (152

Add Deduction

[Save ) [CloseAccount| [ Cancel ]

Figure 58: Edit LTP Account Page - Closing Account

3. Select the Close Account button. The message Are you sure you want to close the account? is
displayed.
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4. Select the Yes button. The LTP Account page is displayed with the status as Close
Pending and the message This account is now in Close Pending status. Leave the account in
this status to modify the Restored Leave details later. Click the Close button to permanently close
the account and restore unused leave back to the donors displayed.

“WEBTA” _erouee G

HR Administrator Main Menu >

LTP Account

This account is now in Close Pending status. Leave the account in this status to modify the Restored Leave details later. Click the Close button to permanently close
the account and restore unused leave back to the donors.

Name: DOE. JOHN
Type: Voluntary Leave Transfer Program
Description: MEDICAL EMERGENCY
Status: Close Pending
Total Donations: 12300
Total Approved Donations: 12300
Total Deductions: $2.30

Balance: 330
Recipient
Name  LTP Leave Limi Event StartDate  End Date
DOE. JOHN 108000 MEDICAL EMERGENCY 20180706 20190830
Donations.
Name Leave Type Amount Status Pay Period Approved By

DOE. ALICE Annwal Leave 600 Approved 2018-24: 117252018 - 12082018 DOE, THOMAS - DOET
DOE, BETTY Annwal Leave  §00 Approved 2018-18: 09022018 - 09152018 DOE, THOMAS - DOET
DOE, DONALD  Anmual Leave 400 Approved 2018-25 12092018 - 12222018 DOE, THOMAS - DOET
DOE, ELIZABETH Annual Leave 400 Approved 2018-26 12092018 - 122272018 DOE, THOMAS - DOET
DOE, FRANK Annual Leave 1500 Approved 2018-19: 0911672018 - 09262018 DOE. THOMAS - DOET
DOE. JANE Annual Leave 2400 Approved 2018-18: 090272018 - 09152018 DOE. THOMAS . DOET
DOE, KARL AnnualLeave 800 Approved 2018-18: 09022018 - 09152018 DOE. THOMAS - DOET
DOE, LINDA Annual Leave 1600 Approved 201819 09162018 - 09292018 DOE. THOMAS - DOET
DOE, NANCY Annual Leave 600 Approved 2019-04: 021772019 - 03022019 DOE. THOMAS - DOET
DOE, Z0E Annual Leave 2400 Approved 2018-18: 09022018 - 09152018 DOE. THOMAS - DOET
DOE JR. JOHN  AnnualLeave  B.00 Approved 2018-18: 09022018 - 09152018 DOE, THOMAS - DOET

1=11 of 11 Retoras

Deductions

Name  Leave Type Amount Pay Period
DOE. JOHN VLTP Used 145 2018-25: 12092018 - 122272018
DOE. JOHN VLTP Used 200 2018-23: 111172018 - 117242018
DOE. JOHN VLTP Used 500 2018-22: 10282018 - 11/10/2018
DOE, JOHN VLTP Used 1400 2018-19: 09162018 - 09292018
DOE. JOHN VLTP Used 6945 2018-18 09022018 - 0915201

18 of § Rucords 1% vew [0 5 )
Restored Leave
Name Leave Typs Amount Restore to Pay Pariod

DOE, NANCY Annual Leave 100 201914 07/07/2019 - 072072019
DOE, BETTY Annual Leave 100 2019-14: 070772019 - 077202019

DOE ALICE Annual Leave 100 2020-01: 01052020 - 01182020
DOE, DONALD Annual Leave 100 2019-14 070772019 - 072072019
DOE, ZOE AnnualLeave 500 2019-14 07072019 - 072072019
DOE JR JOHN  Annual Leave 100 2015-14: 07072019 - 07202019
DOE, KARL Annval Leave 100 201514 07/07/2019 - 072072019

DOE, ELIZABETH Anmual Leave 100 2019-14: 070772019 - 072072019
DOE. FRANK Annual Leave 300 2019-14 070772019 - 072072019
DOE, LINDA Annual Leave 300 2019-14: 070772019 - 07/20/2019

DOE, JANE Annual Leave 500 201914 0TROT20195 - 07202019
10111 R ceann o ol

(Reopen | [Close | [ Cancel ]

Figure 59: LTP Account Page - Close Pending

5. Select the Close Account button. The message Are you sure you want to close the account? is
displayed.
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6. Select the Yes button. The status is changed to Closed, and the message This LTP account
is closed and may no longer be used is displayed.

'WEBTK Employee m inbox [3] | Settings | Help | Log Out

HR Administrator Main Menu >

I This LTP account is now closed and may no longer be used

Name: DOE, JOHN
Type: Voluntary Leave Transfer Program
Description: MEDICAL EMERGENCY

Status: Closed

Closed Effective Date: July 9, 2019
Total Donations:  123.00
Total Approved Donations: 123.00

Total Deductions: 92 30

Balance: 3030
Recipient
Name  LTP Leave Limit Event Start Date  End Date
DOE. JOHN 1080:00 MEDICAL EMERGENCY 2018/07/06 201908730
Donations
Name Leave Type Amount Status Pay Period Approved By
DOE, ALICE Annual Leave  5.00 Approved 2018-24: 117252018 - 12/08/2018 DOE, THOMAS - DOET

DOE, BETTY Annual Leave  8.00 Approved 2018-18: 09/02/2018 - 09/15/2018 DOE, THOMAS - DOET
DOE. DONALD  Annual Leave 400 Approved 2018-25: 120092018 - 122272018 DOE, THOMAS - DOET
DOE, ELIZABETH Annual Leave  4.00 Approved 2018-25: 12/092018 - 12222018 DOE, THOMAS - DOET
DOE, FRANK Annual Leave  15.00 Approved 2018-19: 09/16/2018 - 09292018 DOE, THOMAS - DOET
DOE. JANE Annual Leave  24:.00 Approved 2018-18: 09/02/2018 - 09/15/2016 DOE. THOMAS - DOET
DOE, KARL Annual Leave 800 Approved 2018-18: 09/02/2018 - 09/15/2018 DOE. THOMAS - DOET
DOE, LINDA Annual Leave  16:00 Approved 2018-19: 09/16/2018 - 0929/2018 DOE, THOMAS - DOET
DOE, NANCY Annual Leave 6§00 Approved 2019-04: 02172019 - 030272019 DOE, THOMAS - DOET

DOE. ZOE Annual Leave  24:00 Approved 2018-18: 09/02/2018 - 09/15/2018 DOE. THOMAS - DOET
DOE JR, JOHN  Annual Leave 800 Approved 2018-18: 09/02/2018 - 09/15/2018 DOE, THOMAS - DOET
1-11 of 11 Recerds « 43w V“@
Deductions

Name Leave Type Amount Pay Period

DOE. JOHN VLTP Used 145 2018-25 12/09/2018 - 122212018
DOE. JOHN VLTP Used 200 2018-23: 11/11/2018 - 11242018
DOE, JOHN | VLTP Used 500 2018-22: 107282018 - 11/10/2018
DOE, JOHN VLTP Used  14:00 2018-19: 09/16/2018 - 09/29/2018
DOE, JOHN VLTP Used  69.45 2018-18: 09/02/2018 - 09/1572018

1.8 04 8 Recends agnm view [ (]
Restored Leave
Name Leave Type Amount Restore to Pay Period

DOE, NANCY Annual Leave 100 2019-14: 07/0772019 - 0772012019
DOE. BETTY Annual Leave  1:00 2019-14: 07/07/2019 - 072012019

DOE, ALICE Annual Leave 100 2020-01: 01/05/2020 - 01/1872020
DOE, DONALD  AnnualLeave 100 2019-14: 07/07/2018 - 07/20/2019
DOE, Z0E Annual Leave 500 2019-14: 07072019 - 0772072019
DOE JR. JOHN  AnnualLeave  1:.00 2019-14: 07/0772019 - 07202019
DOE. KARL Annual Leave  1:.00 2019-14: 07/07/2019 - 07/20/2019

DOE. ELIZABETH Annual Leave  1.00 20159-14: 070772019 - 07/20/2019
DOE, FRANK Annual Leave 300 20139-14: 07/07/2019 - 07/20/2019
DOE, LINDA Annual Leave 300 2019-14: 07/07/2019 - 07/20/2019

DOE, JANE Annual Leave 500 2019-14: 07/07/2019 - 07/20/2019
1-11 of 11 Recerds « agem view [29] [55] [250]
Cancel

Figure 60: LTP Account Page - Closed Account
At this point, the following options are available:

Step Description
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Step Description

Select the Cancel button Returns you to the LTP Management page.

Select the HR Admin tab | Returns you to the HR Administrator Main Menu page.

Select Log Out Logs you out of webTA.

Deleting a Leave Recipient Account

Leave recipient accounts that have been set up in error may be deleted, provided there has been
no activity in the account. Deleting a leave recipient account completely removes the account.
You may close the account before deleting but are not required to. The account may be deleted
directly from the LTP Management page.

To Delete a Leave Recipient Account:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator Main Menu page. The LTP Management page is displayed.

_WEBTA _ cnporee (IR
LTP Managemant
Hame: Dencription: Event; ‘_rﬂr

Hame Description Evert

Pandng Donations  Approved Donatiors. © Balance  Delwte
& Pkl bl

~ A EEEEEE -

Musils Recipients
Mufigle Recpients
1LB-Personal

Dec 21 d
Leave Bank (Dec 29, 2006 - Jaa
MERGENCY

IR = -

Figure 61: LTP Management Page

2. Select the Delete link next to the applicable leave account. A popup appears to confirm
the deletion.

3. Select the OK button. The message that the LTP Account was successfully deleted is
displayed and the account is removed from the LTP Management page.
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At this point, the following options are available:

Step

Description

Select the Cancel button

Returns you to the LTP Management page.

Select the HR Admin tab

Returns you to the HR Administrator Main Menu page.

Select Log Out

Logs you out of webTA.

Voluntary Leave Bank Program (VLBP)

The VLBP allows for the establishment of leave banks to assist employees who are experiencing
a personal or family medical emergency and have exhausted his or her available paid leave.
Under VLBP, the employee must be a member of the leave bank and must make a written
request to the leave bank board. If the employee is not capable of making the request, a personal
representative may make the application on behalf of the employee. Employees may contribute
unused accrued annual leave to the leave bank. After the medical emergency, any unused
donated annual leave is returned to the leave bank.

Note: An Agency is not required to establish a leave bank program.

For more information see:

Establishing a Leave BanK ...........ccccuiiiiiiiiiiiiieieee et 95
Adding Leave Donations to a VLBP Account on Behalf of Employees................ 98
Approving Donations to a Leave BankK ..........cccocvvveiiiiiiciiiiie e 103
Adding Recipients to a Leave BankK ...........ccccoviiiiiiiiiiiiiicc e 106

Establishing a Leave Bank

HR Administrators establish VLBP accounts from the LTP Management page.
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To Establish a Leave Bank:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator Main Menu page. The LTP Management page is displayed.

_WEBTA _ coporee (D

HR A stor Main Meny >
LTP Managemeant
Name: Dernciption: Event; Typs: Statn
. ER] -~ | - |
Hame Dascription Evert Tyee T Pandng Donations  Approved Donatiors. © Balance  Delwte
DOE_ ALICE Maningoma Brain Tumor N Reciphent Voluniary Laave Transies Program  Closed 0 200 2000
Madical isues N Racigaant Veluntary Laave Transter Pregram Open (] [17] (1] %]
Matwrity Loae Mo Fiecipaant Emmegency Ladve Transler Program. Closed 0 [T7] 000 X
Matserity Losva Koy Riacipiant Voluriacy Laave Transier Program  Closed 0 (1] (1) X
LTP- Sistar Sister Vokntacy Lagve Transier Program  Clossd 0 600 5 x
EXTERNAL DONATIONS P Rinciphent Wokuntary Laave Transter Program Closed (] [17] 000 [¥]
WLNESS - CHILD BRTH Mo Rescipien Vokatary Liwvs Tranaler Progeam  Closed [] [T [T [%]
SERIOUS ILLNESS Mo Flasiguent o Open ] [T (1) [X]
SERIOUS ILLNESS N Recipient Closed 0 (1] 0.0 [X]
KLKESS Ne Reciplant e L] (5] (1 L]
SERIOUS LLNESS N Racigment dor Progy sm Closad L] (1] L1 %]
CHILD BIRTH No Racipiant Velntary Lagve Transler Program  Opan [] (1] .00 [X]
LLNESS-CHILD BIRTH Mo Fidcigmant Viskartary Laave Transter Progam Closed (] (1] 000 [x]
+ LV donations gaing 1o DUTSIDE Agencies No Racipant Ladrrt Bana Program Open [] (1] [ X
LV donations coming INTO Agenty N Racipiant Lirvs Bank Prasram Opn L] o (1) (]
CLOSE - Leave Bank (Dec. 21, 2017 - Jan 31.2018)  Muliphe Recipients Lewrvs Bank Program Open ] 1018500 250915 x
CLOSE - Leave Bank (Dec. 21, 2017 - Jan. 31, 2018) Mubigle Recipients. Lewrve Bark Program Open L] Fikra ] 45
CLOSE - Leave Bank (Dec 21, 2006 - Jan 31, W017) 1LB-Parsonal Laarve Bank Program Closed L] 56000 SN
MEDICAL EMERGENCY MEDICAL EMERGENCY 2 Voluntary Leave Transfer Program  Closed 0 e 1689 X
Hrass M Rircipeent WVikuntary Laave Transfor Program Clased (] (1] (1 [%]
LLNESS i Riacipeant Visluntary Lagve Tranater Progrsm Clonad (] (1] 00 (X]
Madical Emeepancy oo Recipient Wokuntary Leawe Transler Program Closed L] (1] [ [x]
Madcal Emesgency M Foecipient Vigkantary Laave Transler Program Closad [] (1] (1= (%]
EMERGENCY MEDSCAL N Riaciphant Vighukary Tranater Prage am Cloiad (] (1] [1-) [X]
Madical Emaegancy No Recipient Vokortary Loave Transier Program  Closed 0 [T (1 =]
T veu [

[ A4 1P Accous

Figure 62: LTP Management Page

2. Select the Add LTP Account button. The Add LTP Account page is displayed.

_“WEBTA" _ envior (IR

HR. Administrator Main Menu = LTP Management =

Add LTP Account

Items marked with an asterisk* are required.

* Name:
# Type: |Voluntary Leave Transfer Program ¥

Description:

Figure 63: Add LTP Account Page
3. Enter the leave bank name. This is a required field.
4. Select Leave Bank Program from the drop-down list.

5. Enter a description or additional information regarding the VLBP account.
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6. Select the Ssave button. The Edit LTP Account page is displayed with a message that the
account was saved.

“WEBTA oo
HR Administrator Main Menu >
Edit LTP Account

| Successfully saved the account 'NFC Leave Bank'. |

Items marked with an astensk® are réquiréd
* Name: NFC Leave Bank

Type: Leave Bank Program
Description:
Status: Open
Total Donations: 0:00
Total Approved Donations: [0
Total Deductions: 000

Balance: 000

Recipient
MName LTP Leave Limit Event Start Date End Date Delete

Add Recipient

Donations
Name Leave Type Amount Status Pay Period Approved By Delete

No results
Add Donation Add External Donation
Deductions

MName Leave Type Amount Pay Period Delete

No results

[ Saue] [Close Account] [ Cancel ]

Figure 64: Edit LTP Account Page - Adding Leave Bank

At this point, the following options are available:

Step Description

Select the Save button Saves any changes you may have made. You remain on the Edit LTP
account page. The message Successfully saved the account is
displayed.

Select the Close Account | Closes the account. For more information, see Closing a Leave

button Recipient Account and Returning Unused Leave Donations (on
page 90).

Select the Cancel button Returns you to the LTP Management page.

Select the HR Admin tab | Returns you to the HR Administrator Main Menu page.

Select Log Out Logs you out of webTA.
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Adding Leave Donations to a VLBP Account on Behalf of Employees

Donations to a leave bank can either be entered by the donating employees through the Leave
Transfer Program section on the Employee Main Menu page, or they may be entered by an HR
Administrator from the LTP Management page.

To Add a Donation to a Leave Bank:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator Main Menu page. The LTP Management page is displayed.

WEBTA' o G
HR Administrator Main Meny >
LTP Managemant
Hame: Denciiption: Even: Type: Sastus:
u CER—! . | -
Mame Cwscription Event Trpe Statun Panding Donations | Approved Donations. | 7 Balance  Dwlete

Menmgoma Bian Tumor N Recipient Velntary Lagve Transies Program Closed 0 20300 20000 X
Madzal st Moy Facipasnt Vighuntary Laave Transter Program O [ (L] i [X]
Matirrity L dind N Raciment Emsigancy Ladve Tramaber Program  Cloped [ [T ] X1
Matermity Lasva N Fpeipaant Viehotary Laave Transler Presyam Closad [ [17] 000 X
LTP- Siatar Sistar Closed 0 C1) 5% x
EXTERNAL DONATIONS N Riecipient Coned 0 [15] (17 [®]
ILLNESS - CHILD BIRTH Nas Racigient Cesed 0 [T0] 000 [X]
SERIOUS ILLNESS N Fecigaent Cpens [ (1] 2.60 X
SERIOUS ILLNESS N Recipient Clased ° (1] e (%]
LLNESS Mis Rlacipiant Clesied [ (1] e [%]
SERIOUS ILLNESS M Rlacipuant Closed [ [T (1 (%]
CHILD BIRTH ey Facipiant Cpn [ (1] (1 (=]
LLNESS-CHILD BIRTH Nes Facipaant (=) L] {-I] (1 [x]

LV donations geing 1o OUTSIDE Agencies N Racipant Cpanr e (T] (1 =]
LV donations coming INTO Agety M Fiecipient L Bank Program Open [} [15] (1] (]
CLOSE - Ladve Bank (Dec 21, 2007 - Jaa 31, 018) Muliphs Recpients. L Bk Py Opd L) 2 20515 x
CLOSE - Leave Bank {Dec. 21, 2017 - Jan 31.2018)  Muliphe Recipients Lewve Bank Program Open [ 685,45 x
CLOSE - Leave Bank (Dec 21, 2006 - Jan 31, 2017) 1LB-Personal Lewrve Bark Program Closed L] SN X
MEDICAL EMERGENCY MEDICAL EMERGENCY 2 Viohuntary Leave Transler Program Closed 1] x
[~y Mo Fecipsent WVkuntary Laave Transfer Program Closed [ .00 [X]
ILLNESS M Reccipent WVolontary Laave Transfor Program  Closed [ (1) 1]
Madical Emesgancy e Freciplant Wiokurtary Laave Transler Program Closed ] (1] L]
Madical Emaegancy N Riacipiant Vighuntary Laave Transter Program Clonad (1) [X]
EMERGENCY MEDSCAL N Riecipiant Vighuntary Laave Transter Progr am Closed [1-) [X]
Madical Emaegency Nio Rreciplent Viokancary Laave Transler Program  Closed [ 4]

o]

Figure 65: LTP Management Page
2. Select the applicable leave bank.
OR

Enter the leave bank name in the Name field and select the Search button.
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The Edit LTP Account page is displayed.

-
_WEBTA_envior- (X

HR. Administrator Main Menu = LTP Management =

Edit LTP Account

Iltems marked with an asterisk* are required.
* Name: |USDA Leave Bank
Type: Leave Bank Program
Description: |USDA Employees Only
Status:
Total Donations:

Total Approved Donations:
Total Deductions:

Balance:

Recipient
Name LTP Leave Limit| Event Start Date End Date Delete

Add Recipient

Donations

Name Leave Type Amount Status Pay Period Approved By Delete

No results
Add Donation Add External Donation
Deductions

MName Leave Type Amount Pay Pericd Delete

No results

[ Save ] [ Close Account ] [ Cancel ]

Figure 66: Edit LTP Acount Page - Leave Bank

3. Select the Add Donation button. The Select Donor page is displayed.
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Note: For external donations, select the Add External Donation button.

“WEBTA" _ envior (IIE)

HR Administrator Main Menu > LTP Management > LTP Account > LTP Recipient >

Select Donor
Name: Agency:
| C_ =D
* Name * Agency

DOE, ALICE - DOEA OCFO
DOE, BETTY - DOEB OCFO
DOE, CARL - DOEC OCFO
DOE, DONALD - DOED OCFO
DOE, DONNA - DOED1 FSA
DOE, ELIZABETH - DOEE QCFO
DOE, FRANK - DOEF OCFO
DOE, GARY - DOEG OCFO
DOE, GLENDA - DOEG2 OCFO
DOE, GLORIA - DOEG1 OCFO
DOE, HENRY - DOEH OCFO
DCE, IRA - DOEI OCFO
DOE, IRIS - DOEN OCFO
DOE, JANE - DOEJ OCFO
DOE. JOHN - DOEJ1 OCFO
DOE, KARL - DOEK1 FSA
DOE, KATHY - DOEK OCFO
DOE, LINDA - DOEL OCFO
DOE. MARK - DOEM1 OCFO
DOE. MARY - DOEM OCFO
DOE. NANCY - DOEN OCFO
DOE, PATRICIA - DOEP OCFO
DOE, THOMAS - DOET FSA
DOE, ZOE - DOEZ OCFO
DOE JR, JOHN - DOEJ2 OCFO
135 51 430 Rnooecin < 123450678810

Figure 67: Select Donor Page
4. Select the applicable employee.
OR

Enter the employee's name and select the Search button.
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The Add Donation page is displayed with the donor's name and position information

listed.

“WEBTA'

Employee m

Inbox [3] | Settings | Help | Log Out

HR. Administrator Main Menu > LTP Management > LTP Account >

Add LTP Donation

Iltems marked with an asterisk* are required.

LTP Account:
User Name:
Leave Type:

* Position:

* Grade:

* Step:

* Leave Type:
* Amount:

* Pay Period:

Account:

Donation Limit Waiver:
Remarks:

Approver Remarks:
Status:

* Restoration Preference:

USDA Leave Bank
DOE, JANE
Annual Leave
ITSPEC (SYSANALYSIS)

13
07

EULTE RSV Search Leave Type

24 -2019 : Nov 24, 2019 - Dec 07, 2019 " v

Unsaved

Restore to Current Leave Year ¥

Unused Leave can be donated to another recipient after it is restored.

Figure 68: Add LTP Donation Page - Leave Bank

5. Complete or edit the following fields:

Leave Type (see "Leave Type Field Instruction - LTP Donation (Required)" on page

229)

Amount (see "Amount Field Instruction - LTP Donation (Required)" on page 223)

Pay Period (see "Pay Period Field Instruction - LTP Donation (Required)" on page

232)

Account (see "Account Field Instruction" on page 222)

Donation Limit Waiver (see "Donation Limit Waiver Field Instruction" on page 224)

Remarks (see "Remarks Field Instruction" on page 233)

Restoration Preference (see "Restoration Preference Field Instruction (Required)" on

page 233)
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6. Select the Save button. The Edit LTP Donation page with the message Donation saved is
displayed.

.
"WEBTA' _ enpiore (D

HR Administrator Main Menu > LTP Management > LTP Account >

Edit LTP Donation

| IDc-nalion saved ||

Items marked with an asterisk® are required
LTP Account: USDA Leave Bank
User Name: DOE, JANE
Leave Type: Annual Leave
* Position: |ITSPEC [SYSANALYSIS)
* Grade: (13
* Step: 07
* Amount: | 8:00
* Pay Period: |24-2019: Nov 24, 2019 - Dec 07, 2019
Account:  JOO00000COOMXXXX (Paid Leave) Clear
Donation Limit Waiver:
Remarks:
Approver Remarks:
Status: Submitted
* Restoration Preference: | Restore to Current Leave Year ¥

Unused Leave can be donated to another recipient after it is restored.

[ save | [ Approve | [Reject| [ Delete | [ Cancel |

Figure 69: Edit LTP Account Page - Adding Donations to a Leave Bank
At this point, the following options are available:

Step Description

Select the Save button Saves the LTP donation. You remain on the page and the message
Donation saved is displayed.

Select the Approve button | Approves the LTP donation. You remain on the page and the message
Donation approved and the Revert to Pending button are displayed.

Select the Reject button Rejects the LTP donation. You remain on the page and the message
Donation rejected and the Revert to Pending button are displayed.

Select the Delete button Deletes the LTP donation and returns you to the Edit LTP Donation
page. The message Donation deleted is displayed.

Select the Cancel button Returns you to the Edit LTP Account page.

Select the HR Admin tab | Returns you to the HR Administrator Main Menu page.

Select Log Out Logs you out of webTA.

102



Publication Category: T&A Processing
webTA 4.2 HR Administrator

Approving Donations to a Leave Bank

HR Administrators must approve leave donations from employees before they can be credited to
a leave recipient's account.

To Approve Leave Bank Donations:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator Main Menu page. The LTP Management page is displayed.

.
_WEBTA _envore G
HR Administrator Main Meny >
LTP Managemant
Hama: Dt iption: Event: L Seatus:
. SR .. ] o
Hame Detirighon Evert Tyie St Pandng Donatons  Appioved Donations  © Balance  Delute
Manmgoma Brain Tumor N Rwcipaent Violuntary Laave Transter Program Closed [] 20000 210 X
Medcal ne N Recipsent Veluntary Laave Transter Program  Open [] (T3] (1) X
Matprrity Laava N Figcigment Emargancy Ladve Transter Program.  Classd (] 0 000
Materrity Loave N Racipaent Voltac Laave Transier Program  Closed 0 [T7] (1 3]
LTP- Sister Sinter Vihuntary Leave Transter Program Charsed L ] “n X
EXTERNAL DONATIONS N Riacigasnt Vehotiy Lave Tranater Pragram  Clossd 0 [T5] (17
ILNESS - CHILD BIRTH Ne Recipment Vihurtary Loave Transler Program Chersed L] {5 ] e [ﬂ
SERIUS ILLNESS Mo eciguent Veluntary Loave Transfor Program  Opesy [] [T (1) [%]
SERIOUS ILLNESS Na Recipasnt Vishaatary Ladve Tranaler Prasy am Clossad [] o (1] [x]
RLNESS Mo Racipaent Velntary Lagve Translor Program  Closed ] (1] [ [X]
SERIOUS ILLNESS e Reciment Viohartary Laave Transfer Progeam Closed (] (1] (1 [X]
CHILD BIRTH Mo Rlactipuirit Vekatary Lidvd Tranales Program  Opad [] [T [T [X]
RLLNESS-CHILD BIRTH N Riecipaant Vekantary Laave Transter Pregram Closed (] (1] (1 [%]
t LV donations going 1o OUTSIDE Agencies Ko Facipapnt Lisdrow Bari Program ] L] {L] £.00 X
LV danations soming INTO Agisdy Nis Fibcipigit Lared Bk Progran Ot ] (1] (1 ]
CLOSE - Leave Bank (Dec. 20, 2017 - Jan. 31.2018)  Mukiple Recipients Lt Bk Prosgran Open ] 1018509 0915 x
CLOSE - Leave Bank (Dec 21, 2017 - Jan 31.2018)  Muliphe Recipients Ltarve Bank Program Open (] T 5045
CLOSE - Loave Bank (Dec. 21, 2016~ Jan. 3. 2017)  1LB-Parsonal Lowve Bank Program Cosed 0 560.00 513
MEDICAL EMERGENCY MEDICAL EMERGENCY 2 Vokntary Laave Transfer Program  Closed 0 1100 1650 X
Hnass oo Recipient WVokuntary Laave Transfor Program Clased [] [17] (1] k4]
RLNESS Ko Racipient Voktary Laave Tranafor Program  Closed 0 [0} (X (%]
Madical Emergency N Flecipient Volntary Laawe Transfor Progeam  Closed 0 [T} [ (%]
Madical Emesgancy My Riaciphant Voluntary Laave Tranafer Program Closad (] (1] [1-) [X]
EMERGENCY MEDICAL N Placipiant Vohmeary Loave Tranafer Program  Closed 0 (1] [ [%]
Madical Emamgancy Na Racipiant Voluntary Laave Transler Program  Closed @ (1] [ %]
133468708 vou [T
| Ads LIP Acosumt |

Figure 70: LTP Management Page
2. Select the name link of the LTP account to view the pending donations.
OR

Enter the leave bank name and select the Search button.
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The Edit LTP Account page is displayed.

“WEBTA'  enployee

HR Administrator Main Menu > LTP Management >

Inbox [3] | Settings | Help | Log Out

Edit LTP Account
ltems marked with an astensk* are required.
* Name: |USDA Leave Bank

Type: Leave Bank Program
Description: USDA Employees Only

Status: Open
Total Donations: 24:00
Total Approved Donations:
Total Deductions:
Balance:
Recipient
Name LTP Leave Limit Event Start Date End Date Delete
Add Recipient
Donations
Name Leave Type Amount Status Pay Period Approved By Delete
DOE, ALICE Annual Leave  $.00 Submitted  2019-24: 11/24/2019 - 12/07/2019
DOE, CARL AnnualLeave 800 Submilted 2019-24: 11/2472019 - 12/07/2019

DOE. MARK | Annual Leave
1-2 of 2 Racords

Add Donation Add External Donation

Deductions.
Name Leave Type Amount Pay Period Delete
No results

) Submitted | 2019-24: 11/24/2019 - 12/07/2019
1 view [25] (53]

([ save | [ Close Account | [ Cancel |

Figure 71: Edit LTP Account Page - Approving Leave Bank Donations
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3. Select the name link of the donation to approve. The Edit LTP Donation page is
displayed.

“WEBTA' e (X

HR Administrator Main Menu > LTP Management > LTP Account >

Edit LTP Donation

Items marked with an asterisk* are required.
LTP Account: USDA Leave Bank
User Name: DOE, ALICE
Leave Type: Annual Leave

* Position: |ITSPEC (SYSANALYSIS)
* Grade: |13
* Step: |07
* Amount: |8:00

* Pay Period: |24 - 2019 - Nov 24, 2019 - Dec 07, 2019* ¥

Account:  XO0000OOCCOMXXX (Paid Leave)
Donation Limit Waiver:
Remarks:
Approver Remarks:
Status: Submitted
* Restoration Preference: |Restore to Current Leave Year ¥

Unused Leave can be donated to another recipient after it is restored

[ save | [ Approve | [ Reject| [ Delete | [ Cancel |

Figure 72: Edit LTP Donation Page - Approving Leave Bank Donations

4. Enter any applicable remarks in the Approver Remarks field.

Note: The Restoration Preference defaults to Restore to Current Leave Year. If preferred, select
Restore to Next Leave Year from the drop-down list.
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5. Select the Approve button. The LTP Donation page is displayed.

“WEBTA'

Employee m Inbox [3] | Settings | Help | Log Out

HR Administrator Main Menu = LTP Management = LTP Account =

LTP Donation

| Donation approved

LTP Account:

User Name:

Leave Type:

Position:

Grade:

Step:

Amount:

Pay Period:

Account:

Donation Limit Waiver:
Remarks:

Approver Remarks:
Status:

Restoration Preference:

USDA Leave Bank

DOE, ALICE

Annual Leave

ITSPEC (SYSANALYSIS)
13

2015-24: 11/24/2019 - 12/07/2019

JOOCOOOCCOCOONKK (Paid Leave)
Mo

Approved
Restore to Current Leave Year

Unused Leave can be donated to another recipient after it is restored.

[ Revert to Pending ] [ Cancel ]

Figure 73: LTP Donation Page - VLBP Donation Approved
At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Edit LTP Donation page.

Select the Revert to
Pending button

Returns the donation to Pending status.

Select the HR Admin tab | Returns you to the HR Administrator Main Menu page.

Select Log Out Logs you out of webTA.

Adding Recipients to a Leave Bank

To receive donations from a leave bank, the recipient must be a member of the leave bank and
must make a written request to the leave bank board. If the employee is not capable of making
the request, a personal representative may make the application on behalf of the employee. After
the medical emergency, any unused leave is returned to the leave bank.
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To Add a Recipient to a Leave Bank:

1. Select the LTP Management link from the Leave Transfer Program section on the HR
Administrator Main Menu page. The LTP Management page is displayed.

~WEBTA'_ enpiore

HR Administrator Main Meny >

LTP Managemant
Hame: Description: Event: Sastus:
" SR— - ] -
Dascription Event e + Status Pending Donations | Approved Donations.  § Balance  Dleie

Meningoma Brain Tumor Moo Roecipant Voluntary Laave Transier Progeam Closed [] 20040 210100 X
Madical ssows K Rlacipiant WVeluntary Laave Transier Pregram Open (] (1] (1] %]
Matprrity Ladd N Riecipiant Ermigancy Ladve Tranaler Program s (] (1] 000 X
Matermity Lesve Moy Fiacipiant Vioduntary Leave Transler Program Cleriaed L] e o 3]
LTP- Sisier Sister Vokuiary Loavs Transier Program  Closed 0 5600 53 %
EXTERNAL DONATIONS Ny Riycipiant Vohortary Lagve Transher Program  Chsed 0 [T7] (T
ILLNESS « CHILD BRTH Nos Rcigient Vokrtary Lagve Transler Program  Closed 0 (1] (T
SERIOUS ILLNESS Ko Recpiont WVolunkary Laave Translor Program  Open ] (1] (1] [X]
SERIOUS ILLNESS N Riecipient Vokontary Laave Transter Program  Chased 0 (1] (1] [X]
LLNESS Ne Recipiant Vikuntary Laave Transler Prog am Closasd [] [17] £.00 [x]
SERIOUS ILLNESS N Racipaent Whrtary Laave Transler Pregram Closed (] (1] (1 [%]
CHILD BIRTH Nz Racigaant Velotary Loave Transter Progeam  Opany [] (1] (T [X]
ILLNESS-CHILD BIRTH N Fiacipaant Velntary Lagve Transles Program  Clossd 0 (1] (1

¢ LV donatians going lo DUTSIDE Agencis Ne Racipaant Laave Bani Program Open L] L] 000 X
LV danations coming INTO Agendy N Racipipnt Lirvs Bark Program Optn L] (L] (1) 3]
CLOSE - Leave Bank (Dec 21, 2017 - Jan 31.2018)  Muliphe Recipients Leavs Ban Program Optn [] 1918500 20915 X
CLOSE - Leave Bank (Dec 21, 2017 - Jan 31.2018)  Muliphe Recipients Lewve Bank Program Open ] M7 [T X
CLOSE - Leave Bank (Dec. 21, 2016+ Jan. 31.2017)  ILE-Personal Leave Bank Program Cosed 0 56000 SR X
MEDICAL EMERGENCY MEDICAL EMERGENCY 2 Vilntary Leave Tranafer Program  Clossd 0 1o 1600 X
Brass No Recipient Vokuntary Laave Transfor Program  Closed ] (1] (1] =
RLNESS o Recipiant Wolantary Leave Transfer Program Cloned [] [T 1= [x]
Madical Emesgancy N Rreciphant Closad L] [-T-] (1 [X]
Madical Emesgoncy N Recipient Closed ] (1] (1) [%]
EMERGENCY MEDICAL N Recipient Cosed 0 [T} (X [%]
Madical Emaegancy N Racipsent Coied 0 [1] (1] %]

veu [

Add LTP Acoount

(Eanct]

Figure 74: LTP Management Page
2. Select the applicable leave bank.
OR

Enter the leave bank name in the Name field and select the Search button.
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The Edit LTP Account page for the leave bank is displayed.

FWEBTA™  empioyee (T

Inbox [3] | Settings | Help | Log Out

HR Administrator Main Menu > LTP Management >
Edit LTP Account

lems marked with an asterisk® are required

* Name: NFC Leave Bank
Type: Leave Bank Program
Description: |NFC Employees Only
Status: Open
Total Donations: 72:00
Total Approved Donations: 72.00
Total Deductions: 000
Balance: 7200
Recipient
Name  LTP Leave Limit Event Stat Date = End Date Delete
DOE, MARK 240:00 Medical Emergency 2019/07/21 2020/07/25

Add Recipient
Donations
Name Leave Type Amount Status Pay Period Approved By Delete
DOE, ALICE Annual Leave 800 Approved 2019-14: 07/07/2019 - 07202019 DOE, THOMAS - DOET
DOE, BETTY | Annual Leave  8:00 Approved 2019-14: 07/07/2019 - 07/20/2019 DOE, THOMAS - DOET
DOE, CARL Annual Leave  8.00 Approved 2019-14: 07/07/2019 - 07/20/2019 DOE, THOMAS - DOET
DOE, DONALD | Annual Leave  8.00 Approved 2019-14: 07/07/2019 - 07/20/2019 DOE, THOMAS - DOET
DOE, IRIS Annual Leave 2019-14: 07/07/2019 - 0772072019 DOE, THOMAS - DOET
DOE, JANE Annual Leave 2019-14: 07/07/2015 - 072072019 DOE, THOMAS - DOET
DOE, LINDA Annual Leave 300 Approved 2019-14: 07/07/2019 - 07/2072019 DOE, THOMAS - DOET
DOE, NANCY | Annual Leave 800 Approved 2019-14: 07/07/2019 - 07/20/2019 DOE, THOMAS - DOET
DOE, PATRICIA | Annual Leave | 8:00 | Approved | 2019-14: 07/07/2019 - 07/20/2019 | DOE, THOMAS - DOET
14 of @ Records — vew [28] (53] [752)

Add External Donation

Deductions
Name | Leave Type Amount Pay Period Delete
No results

Add Deduction

Save | [ Close Account | [ Cancel |

Figure 75: Edit LTP Account Page - Adding Recipient to Leave Bank
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3. Select the Add Recipient button. The Select Recipient page is displayed.

_WEBTA'_ emioree (ZE)

HR Administrator Main Menu > LTP Management > LTP Account > LTP Recipient >

Select Recipient - NFC Leave Bank

| [search ] oo

Name

DOE. ALIGE - DOEA
DOE, BETTY - DOEB
DOE. CARL - DOEC
DOE, DONALD - DOED
DOE, DONNA - DOED1
DOE, ELIZABETH - DOEE
DOE, FRANK - DOEF
DOE, GARY - DOEG
DOE., GLENDA - DOEG2
DOE, GLORIA - DOEGH
DOE, HENRY - DOEH
DOE, IRA - DOEI

DOE, IRIS - DOEN
DOE, JANE - DOEJ
DOE, JOHN - DOEJ
DOE, KARL - DOEK1
DOE, KATHY - DOEK
DOE, LINDA - DOEL
DOE, MARK - DOEM1
DOE. MARY - DOEM
DOE, NANCY - DOEN
DOE. PATRICIA - DOEP
DOE, THOMAS - DOET
DOE, ZOE - DOEZ

DOE JR, JOHN - DOEJ2

1-25 of 470 Records

2345678910 view [25] [50] [100]

Figure 76: Select Recipient Page - Leave Bank
4. Select the applicable employee.
OR

Enter the employee's name and select the Search button.
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The LTP Recipient page is displayed with the recipient and position data listed.

“WEBTA

Employee m

HR. Administrator Main Menu = LTP Management = LTP Account =

LTP Recipient

Iltems marked with an asterisk* are required.

LTP Account:
Recipient:
* Event:

* Position:

* Grade:

MFC Leave Bank
DOE, JANE

ITSPEC (SYSADMIN)
12

Inbox [3] | Settings | Help | Log Out

* Step: |10
* LTP Leave Limit:

® Personal

* Medical E Type:
edical Emergency Type Family

* Start Date: |Month Day Year -

* End Date: |\onth Day Year .

Statement of Condition:

Characters Remaining: 750

Figure 77: LTP Recipient Page - Adding Recipient to a Leave Bank
5. Complete the following fields:
Event (see "Event Field Instruction (Required)" on page 226)
LTP Leave Limit (see "LTP Leave Limit Field Instruction (Required)" on page 229)

Medical Emergency Type (see "Medical Emergency Type Field Instruction (Required)
on page 229)

Start Date (see "Start Date Field Instruction - LTP (Required)" on page 235)
End Date (see "End Date Field Instruction - LTP (Required)" on page 225)

Statement of Condition (see "Statement of Condition Field Instruction" on page 236)

Note: The Position, Grade, and Step fields are populated when the recipient is selected.
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6. Select the Save button. The message Recipient saved is displayed.

“WEBTA'

Employee m

Inbox [3] | Settings | Help | Log Out

HR. Administrator Main Menu > LTP Management > LTP Account =

LTP Recipient

| Recipient saved

Iltems marked with an asterisk* are required.

LTP Account:
Recipient:
* Event:

* Position:

* Grade:

* Step:

* LTP Leave Limit:

* Medical Emergency Type:

* Start Date:

* End Date:

Statement of Condition:

NFC Leave Bank
DOE, ADAM

Motor Vehicle Accident
ITSPEC (SYSADMIN})
12

10

240:00

* Personal
Family

Dec 01, 2019 5
Jan 18, 2020 5

Characters Remaining: 750

Save Cancel

Figure 78: LTP Recipient Page - Recipient Added
At this point, the following options are available:

Step Description

Select the Save button Saves any changes you may have made. You remain on the LTP

Recipient's page. The message Recipient saved is displayed.

Select the Cancel button. | Returns you to the Edit LTP Account page.

Select the HR Admin tab | Returns you to the HR Administrator Main Menu page.

Select Log Out Logs you out of webTA.
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Emergency Leave Transfer Program (ELTP)

In the event of a major disaster or emergency as declared by the President that results in severe
adverse effects for a substantial number of employees, the President may direct OPM to establish
an ELTP leave bank.

In certain situations, OPM may also delegate an Agency to establish an ELTP leave bank. For
information on establishing a leave bank, see Voluntary Leave Bank Program (VLBP) (on page
95).
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Reports

HR Administrators may run several reports.The Reports page lists reports that are available, and
the My Saved and Scheduled Reports page displays a list of reports that have been scheduled for
background execution.

Many reports may be run for a range of pay periods. For these reports, a maximum of 26 pay
periods is allowed.

The default output display for most webTA reports is HTML displayed in the browser. However,
some reports may be run in alternate formats.

The following file formats are available:

e Portable document format (PDF)
e Excel (Spreadsheet)
e Hypertext markup language (HTML)

e (Comma separated values (CSV)

For a description of each report, select the report name link and then select Help.
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To Save a Report in PDF:

1. Select the Reports link from the HR Administrator Main Menu page. The Reports page is

displayed.

“WEBTA

Enpoee (EIZT)

Help | Log Out

HR Administrator Mai Marw >

Reports

Defaut Schedule Repart

Emplayss Assignment Roport USOA

Employets on Appo
Ruport
h Cammactid Timashaats

Hew Employens

Numiber of Empécyses with Days of Talework
Report

Organization Assignment

O

Report

Duseription
Active employees with a separation dabe in a prior pay peried

Actig SMABhEIts, unsnt 5§ iy provider

A Hours Rapent

Timesheat Status counts by tmakaaper

Bigiractionsd Leave Changes Repan

Bidirectionsl New Hires Repont

Bidirectionsl Profile Audit Report

Bidirectionsl Summany Repor

Risturess th smployas and timeshaal ivformation for comacted
timeshaats validated by somacna athar than employes:

Drefaul Schedule for users that meet Retain Data Type vakes
Employos Assigmant Raport

Listing of eengloyen's 4 gancy conticts

Employees whone RS0 Salary Cap fiskd is 56 1o May Excesd Salary
Cap'

Employous that have appointmant Initaticns

Employees who have comected frmesheets

Emgieyoes with projected AL balances greator San the coling
Listing of al essantial amployees

FES| Extract axport for records by agency

Employons saparated from e organization

Audi antries for background job acthty and outcoms

Loave Ausdt Report

Leave fusdi Report for Part Time Employees

Luave tima axpiing by pay pariod

Ruturees the users hhat maat the crileria of the inactily period and
organ

Audi sntriss Tor login succhsans and tdures

Employens wha do not huve contect insoemaion Ror salf andior at lesst

ane emergency contact

Kawly bired ermployees

Lists mumber of smploysss w/ 1-14 days of islework pes organization
Usars assigned to each role per organization

Emplyyon Dvamide datads

Figure 79: Reports Page

Hama

e Anadysin

g
ii
z

e grosment. - E
Emargency Preparedness

Telework Agresments. - Position Location Agency
Code Lavel Repon

Tokework Agresmnsnts - Postion Location POH Leve
Foegnt
Tubwwerk Agre

Talswork by Empd

Tabewaek by Org

Tekework by Seres-Grade Repor
Tokework Coosdinators by Agency Codo Report
Tabwork Dagrea Of Paricipation

Telewark Mies Saved Repod
ipation Report

zation Repon

gnmants

Timeshwet Profle fudt Logs

Duscription

Chartime Report
Laave requests approved and subsequenty denied
Uisers ansigrad 1o #ach ol

Listing of all aciive smployess - can be printed oul to Fack
amployses in an smengency

Tirneshaats which have betn solf canified in o pay pevied
Supenvisars and smployees dstignad 1o them
SupervisorTmekespsr and Deligates

Tebwrork - Summary of Howr by Pay Pariod

Alisting of 1slework sgresmants slong with sssential smployes and
smargency proparednass

Co;nés of total employes, eligible. with telework agreements group
by FOI

A listing of PO! Level Information

A Buing of disnied Wor agniseants
Tawork by Ermgloyes Repoi
Tebrwirk by Crganization Repon

Counts of total amployes. sligible. telework agresmants, groupsd by
Sanes. Grade and Paicipation

A listing of tebework coordinators by ageny

Cuitinngs todal nurmibied of smplyees in an agency. hew misy ang
Lelework ebgile, and how many are telewerking

Allating of telework ribes saved

A fizting of haw many employees have used telework transactions
Lists total hours. of ledeveork by ransaction code per organization
andior smplayes

Timekeapers and employees assigrad b them

Audt logs for imesheot profile changes

Tienirahnat S1A0us COUNS By ek aaper

Summarization of Smashest. kave and acthity
Ermployses ot assignad deacty 1o & Smakeeps of § supsnitor

A Bsting of unceliSed limehasts

A listing of unprocessed timeshaets

A lting of unvalidsted Smashests.

Eammmsm,u wligible. belwork agreemants sic group by

Select the applicable report to be saved. The applicable report parameters page is

displayed.

Complete the report parameters page.

Select the PDF link. A popup appears asking whether to open or save the report.

Do you want to open or save Supervisor_Assignments.pdf from wta.cuat.nfc.usda.gov?

Figure 80: Save Report as a PDF popup

At this point, the following options are available:

Step

Description

DDG'|| S-WEIVI Camdlx

Select the Open button

Opens the report and displays it as a PDF file.
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Step Description

Select the Save button Downloads and saves the report. Select the Open, Open folder, or

View Downloads button, as applicable.

Select the Cancel button Cancels the action and returns you to the applicable report.

Select Log Out Logs you out of webTA.

To Save a Report in Excel:

1. Select the Reports link from the HR Administrator Main Menu page. The Reports page is

displayed.

Inbox [4] | Settings | Help | Log Out

My Saved and Schedubed Reports Cancel

FWEBTA _envioree (I

* Laave Audt Ruport for Part Time Employess

K Lists rmumiber of smployses wi 114 days of telework per organization

Dasriplion
Active employees with a separation date in a price pay pericd

Artivg mashests, Unsent B 2 ay provider
Al Hiwrs. Rapen

Timashaat statis counts by imakanper

Bidiractionsl Laave Changes Rapsn

Bidirectional New Hires Repont

Bigirectional Profile Audit Repon

Bidirectional Summary Report

Returrs the employes and timeshael ivformation for comecied
timesheats valdated by somecne other than emplayes.

Drefault Schadule for users that mast Rtain Data Type vikses
Empioyon Assigrmant Report

Listing of employee’s smergancy Conmacts

E:;z_lwses whang RSOSalary Cap fiskd is set 10 May Excesd Salary
Employees that Rave sppointmant sitations

Empleyees who have comected rmesheots

Emgloyees with projected AL balances greatur Sn the coling

Listing of il sssantisl smplayaas
FES| Extract axport for records by agency
Employoes saparated from the organization

Audit antriss for background job actvity and oulcome

Luave Ausdt Raport

Liave ma wxgaring by pay panod

FLRtuecs tha Usees hat madt the eriteria of the inactiay parod and
oeganizaton

Audt entried for legin succesies and tluns

Ernployius wha do ot Buve contbel ifoemtion b solf srdiof ot ledst |,

one emengency contact
Newly hired smployees

Usors assigred b sach role per crganization
Empleyes Ovamise dSatads

Figure 81: Reports Page

Duseription
Ovarsima Raport

Loave roquests approved and subsequenty denisd
Uisirs aasigestd b3 gach 1ol

Listing of 8l Bctive smployeds - ¢an be primed oul to vack
amployees in an smergeady

Tirneshaats which have betn solf canified in 8 pay pevisd
Supenisors and employees assigned 1o them
SupervisorTimeketpsr and Delegates

Tebwark - Summary of Hous by Pay Pariod

A listing of telework agreemants slong with essential employee and
emengency preparsdness.

Counts of total smployes, sligible, with telework agresmants group
by POI

A fisting of POI Level information
A Esting of danied telawork agresmants
Tolywork by Employes Report

Tebework by Orgarization Repan

Counts of total smployes. aligibke, telewark agresments, grouped by
Sories. Grace and Participation

A listing of tedework coordinalors by agency

Dlinyies 130l humbied of emplyias in 80 Bgency. Biw My ane
talevwork eigitle, and how many are lskworking

A listing of tedework miles saved

A listing of haw many employess have used telework iransactions

Lists 1otal hours of lalework by Iransaction code per organization
andior smployes

Timeksapars and employees assigned 12 them

Audt logs for fmesheet profile changes

Tinashaut S1a1US COUNtS by ek apar

Summarization of imashost. kave and acthity

Emplayees not a3signad dency 10 4 BTakespte of & Supensor
A lgting of uncenied timeshaats

A listing of unprocessed timesheats

A listing of urvalidsted Smaesheets

Counis of fotal employes. eligible, telewark agrsmants sic group by
PO

2. Select the applicable report to be saved. The applicable report parameters page is

displayed.

3. Complete the report parameters page.

4. Select the Excel link. A popup appears asking whether to open or save the report.

At this point, the following options are available:
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Step

Description

Select the Open button

Opens the report and displays it as an Excel spreadsheet.

Select the Save button

Downloads and saves the report. Select the Open, Open folder, or

View Downloads button, as applicable.

Select the Cancel button

Cancels the action and returns you to the applicable report.

Select Log Out

Logs you out of webTA.

To Save a Report in HTML.:

1. Select the Reports link from the HR Administrator Main Menu page. The Reports page is

displayed.

Inbon [£] | Setsings | Help | Log Gut

FWEBTA _enpiore

Reports

Durscritionn
Activs smployees with  saparation dats in & peior pay paricd

ACthon SMashisity, UNSent 19 & By POVl
Aor Haurs Repent

Timahtat S1atus counts by tmskonper

Bicinectionall Luave Changes Repon
Bidiractional Naw Hires Report
Bicinectionall Profile Audi Repon
Bidiractional Summary Repon

Rieturrs the emphoyes and timesheat indormation for comecied
timesheats validated by scmecns othar than smployes

Dafauhl Schadule bor users that mast Ratain Data Typs vakoes
Employon Assignmant Report

Listing of eergioyes’s eeniegency commscts

Erngiksyuus whirks RSQSalary Cap sk s 56110 May Exceed Salary
Erngikoyees that ke appointment Enitations

Emplayeus who have comeciad meshoets.

Employons with projected AL balances greatar han the coling

Listing of a1 assantial amplcyaes
FESI Extract axport for recards by agency
Employees separated from e organization

Audit antries for background job actty and oulcome

Laave Ausdt Roport

"% Laave Audt Report for Part Time Employees

Laave Bma axpiing by pay paried

Ratures the Us4s Bt et tha critinia of the inactvity pariod and
oiganizason

Audit entries for login succestes #0d tidures

Employens who do not have contact indormation for salf andior at least
one emengency contact

Newly hired smployees

K Lists rumibes of amplayees wi 114 days of tslework pes organization

Users assigned to sach role per organization
Employin Ovamics gatady

My Saved and Schedubed Reports Cancel

Daseription
Crvartima Raport
Laave requasts approved and subaequenty dened
Usars assignad i wach role
Listing of & active smployers - can be printed oul 1o Wack
amplayies i 4 emengency
Timeshasats which have besn self conified in o pay peviod
Supenvisors snd employees assigned to them
SupervisonTmekesgs and Debigates
Tibwerk - Surmary of Hour by Pay Pariod
A listing of telework sgreements along with essential employes and
smergency preparsdnass
Counts of total empkeryes, eligihie. with lelework agresments group
by POI
A fissing of POI Level informasion
A Bating of denied delavork agresmsnts

Tebwcek by Emgloyes Raport

Tebework by Crganization Fiepon

Counts of sotal smployes. eligible. telework agresmants, grouped by
Sorks. Grase and Participation

A lsiing of telework coordinalors by ageacy

Ot tetal fumibir of smpleyaas in 80 agency. hew misy #re
tilewonk bgible, and how many are tebewerking

Aliating of telework miles saved

Aliating of how many employees have used telework transactions

Lists total hours of tabework by transaction code per onganizaion
andior smployes

Timskespars and smployses assigned to them
Audi logs for Smesheet profile changes

Tinashaat siatus counts by makaaper

Summarization of smashost. lsave and acthvity

Emplor s not 835igned dEecty 10 B BMakeepe of § SUPSNSON
A Bsing of unceniad limesheets

A liating of unprocessad timesheets

A listing of unvalidated Smesheets

Counts of total smployes, eligitle. telawork agresmants otc group by
PO

2. Select the applicable report to be saved. The applicable report parameters page is

displayed.

3. Complete the report parameters page.

4. Select the HTML link. A popup appears asking whether to open or save the report.

At this point, the following options are available:
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Step Description

Select the Open button Opens the report and displays it as an HTML.

Select the Save button Downloads and saves the report. Select the Open, Open folder, or

View Downloads button, as applicable.

Select the Cancel button Cancels the action and returns you to the applicable report.

Select Log Out Logs you out of webTA.

To Save a Report in CSV:

1. Select the Reports link from the HR Administrator Main Menu page. The Reports page is
displayed.

Inbox [4] | Settings | Help | Log Owt

TWEBTA v (I

Reports

Doscription Name Dwseription

Cap'

organizaen

My Saved and Schedubed Reports Cancel

Figure 82: Reports Page

Active smployses with a separation dats in a prior pay perod

Active BMashis, UNSE B0 & Bl Provice
Al Howrs Ragen

Timushaat status counts by timakaoper
Bidrectional Leave Changes Repont
Biidractional Maw Hires Repan
Bidirectional Profils Audnt Report
Bidrectionsl Summary Repon

Riturrs the empleyed and timeshaet information for comacted
timesheats vabdated by semecne ather than employes:

Diefaul Schedule for users that meet Fietain Data Type vakoes
Empiojea Assigrmant Report

Listing ol ssnployee’s smesgancy contasts

Emplayiat whots RS0VSalary Cap Bl i3 88 10 May Excied Salary
Employ ey that Rava appointmant imitaticas

Employeos wha have comected fmesheets.

Emgleyees with projected AL balances greater fn the coling

Listing of s sssantisl ampsyons

FES| Extract axport for records by agency
Employees saparated from the organization

Audit entriss for background job sctvlly and oulcoms

Laave fusdt Report

* Leave Audit Report far Part Time Employees

Laave Bmg axgiring by pay pariod

Flaturees i Ui $hat maat e critiia of She inacthaty pariod and

Audi actries for login successes nd tadures [
Employees who do not have contact infoemation R salf andior ot lesst ||
onie emengency contact N
Ny hired smmpioyees

K Lists rmumiber of smployees wi 114 days of tslework per organization
Users assigned £ sach rola per organization

ot Rapor Empioyes Ovamise datady

Crertime Report

Loave roquests. approved and Subsequenty denid

Uisars asigrnsd 1 0ch 1ole

Listing ol all active smgloyess - can ba prisied oul 1o wack
amployaes n an smangiesy

Timesheats which have been sef corified in a pay pevicd
Supervisorns and employees astignad 1o them
SupsnisonTimakesger and Dalgates

Tebawerk - Summary of Hour by Pay Pariod

A listing of elework sgreements along with essental empioyes and
smangancy preparsdngss.

Counts of total employes, eligibie. with telework agreemants group
by FOI

A fisting of PO! Levol information
A sting of denied Wlework agrasmants
Telywrk by Esngioyes Repon

Tebwirk by Organization Repon

Counts of total employes. eligible. telewnrk agresmants, grouped by
Sors. Grads and P aticpaton

A isting of twlework coordinalors by ageecy

utings total number of smpkoyaes in an agency. Bow miny are
tabeveork eligitle, and how many are tekeworking

A linting of tedework miles saved

A lting of haw many employees have used telework transactions
Lists total hours of telework by ransaction code per organization
andior smglayes

Timuksapars and employees assigned o them

Audt logs for meshest profile changes

Timaghaqt $1atus counts by tnsskaaper

Summarization of mashoest kaave and acthity

Emphoyees mot assigned deectly 1o & Smakeepts of 8 supenisor
A Bating of unceniad timeshiats

# liating of unprocessed timeshaasts

#A listing of unvalidated Smesheets

Counts of total smptoyes, sligible, telewark agresmants sic group by
PO

2. Select the applicable report to be saved. The applicable report parameters page is

displayed.

3. Complete the report parameters page.

4. Select the csV link. A popup appears asking whether to open or save the report.

117



W Publication Category: T&A Processing
U ¥

webTA 4.2 HR Administrator

At this point, the following options are available:

Step Description

Select the Open button Opens the report and displays it as a CSV.

Select the Save button Downloads and saves the report. Select the Open, Open folder, or
View Downloads button, as applicable.

Select the Cancel button Cancels the action and returns you to the applicable report.

Select Log Out Logs you out of webTA.

This section includes the following topics:

My Saved and Scheduled REPOITS ........ccvviiiiieiiiiiieiee e 119
RUNNING REPOITS ...ttt e e e e e e s eibb e e e e e e e e anneees 125
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My Saved and Scheduled Reports

The My Saved and Scheduled Reports page displays a list of saved reports. These reports are
saved using the Background Execution option on the individual report pages. The reports may be
viewed in PDF, Excel, HTML, or CSV file format.

Most reports have the Background Execution option.
Reports may also be downloaded, saved, deleted, emailed, or rerun.

The Status drop-down list allows you to select a status and search for all reports in that status.
The following statuses are displayed on the Status drop-down list:

e All — See all reports in any status.

e Pending — The report has been scheduled to run, but hasn't been picked up by the
report creation job.

e Queued — The report has been picked up by the report creation job.

e Generating— The report is currently being run by the report creation job.
e Complete — The report has been successfully generated.

e Error — The system encountered an error when generating the report.

e Invalid— When an ad hoc report structure is changed, all of the associated report
schedule instances are marked invalid. You must create a new report schedule.
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To Schedule a Report for Background Execution:

1. Select the Reports link from the Reports section on the HR Administrator Main Menu

page. The Reports page is displayed.

“WEBTA™ _enpiore

attings

Help | Log Out

HR Administrator Mai Marw >

Reports

Duseription
Active employees with a separation dabe in a prior pay peried
Actig SMABhEIts, unsnt 5§ iy provider
A Hours Rapent
Timesheat Status counts by tmakaaper
Bigiractionsd Leave Changes Repan
Bidirectionsl New Hires Repont
Bidirectionsl Profile Audit Report
Bidirectionsl Summany Repor
Risturess th smployas and timeshaal ivformation for comacted
timeshaats validated by somacna athar than employes:

Drefaul Schedule for users that meet Retain Data Type vakes

Defaut Schedule Repart

Employes Assignment Report LESDA Employon Assignmant Repord

Listing of eengloyen's 4 gancy conticts

Empisyues whiss RSO/Salary Cap sl is 361 10 May Excred Salary
Cap'

Erphoyess on Appoind

Report Employous that have appointmant Initaticns

Comactd Timashasts Erkoyaas who hawe corecisd -
Empioyoes with projectid AL balances greater Shan the coling

Listing of al essantial amployees

FES| Extract axport for records by agency
Employees separated from the organization

Audi antries for background job acthty and outcoms
Loave Ausdt Report

Laave At Raport for Part Time Employees

L tima asgiring by piry pariod
Rosturees the usees that maat the citeia of S inactiety parod and
argani
Aud entries for login suctesses snd tilunes
Employias wha d mot hive conthet information bor 1l andior at lesst
one emergency contact

Kawly bired ermployees

phumibes of Empiayjoes with Days of Tekeasrk | jois mumber of smploysas wi 1-14 days of talework pé orginization

Hew Employens

on Assigrment Usors assigred b sach robs per organization

Emplyyen Ovomide datads

Sxved and Schiedubed Repo

Figure 83: Reports Page

Hama

Cwartim Repeon

Tebwork - Sumeniey of Fius
Tabework Agresments.- Est
Emargency Preparsdness Level
Telework Agresments. - Position Location Agency
Cods Lovel Repent

doyes &
epan

Tekework Agresments - Posiion Location POY Laved

Fitpsnt
T

Agres

Tobework by Em

Tusbewark by O

Tubewark by Seres-Grade Fepon

Tolework Coordinators by Agency Code Report

Tokrweork.

——T

Saved Repodt
ricipation Report

Tabework

Tebework

Tubework Usiization Ruport

iefated Timushaats

LFSDA Tedework Repon

Duscription

Chartime Report

Laave requests approved and subsequenty denied

Uisers ansigrad 1o #ach ol

Listing of all aciive smployess - can be printed oul to Fack
amployaes in an smarngiecy

Tirneshaats which have betn solf canified in o pay pevied
Supenvisars and smployees dstignad 1o them
SupervisorTmekespsr and Deligates

Tebwrork - Summary of Howr by Pay Pariod

Alisting of 1slework sgresmants slong with sssential smployes and
amargency praparsdnass.

Co;nés of total employes, eligible. with telework agreements group
by FOI

A listing of PO! Level Information

A Buing of disnied Wor agniseants
Tawork by Ermgloyes Repoi
Tebrwirk by Crganization Repon

Counts of total amployes. sligible. telework agresmants, groupsd by
Sanes. Grade and Paicipation

A listing of tebework coordinators by ageny

Cuitinngs todal nurmibied of smplyees in an agency. hew misy ang
Lelework ebgile, and how many are telewerking

Allating of telework ribes saved

A fizting of haw many employees have used telework transactions
Lists total hours. of ledeveork by ransaction code per organization
andior smplayes

Timekeapers and employees assigrad b them

Audt logs for imesheot profile changes

Tienirahnat S1A0us COUNS By ek aaper

Summarization of Smashest. kave and acthity
Ermployses ot assignad deacty 1o & Smakeeps of § supsnitor

A Bsting of unceliSed limehasts

A listing of unprocessed timeshaets

A lting of unvalidsted Smashests.

Eammmsm,u wligible. belwork agreemants sic group by

Select the applicable report. The applicable report parameters page is displayed.

Complete the report parameters page.

Select the applicable format from the Background Execution drop-down list. The

following formats are available:

e PDF

o Excel

e CSV

e HTML

e Emailed PDF
¢ Emailed Excel

e FEmailed CSV
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e Emailed HTML
5. The message Your report has been submitted for background processing is displayed.
6. Select the Cancel button to return to the Reports menu.

7. Select the My Saved and Scheduled Reports button from the Reports menu. The My Saved
and Scheduled Reports page is displayed with the saved report.

TWEBTA Employse m Inbox [0] | Settings | Help | Log Out
or Main Mani

HR Administrato ;= Reparts >

My Saved and Scheduled Reports

Sias:

A 21 Search | Clear |
Repant Next Size
Hame N Subenitted Compleled Scheduled Format Sdatus Pages . N Message Download ReRun Delote
ame Date {Bytas)
Organization Organization OFIT2020 01T 072020 0917 " T " 47 [
O pssignment Ascignmant AMEDT AN EDT No Schedule POF Complate 2 6T ReRun Now | [X]
- N N 0772020 0906 | 07/1772020 09.06 " " r [
Ovariida Report  Overide Repert 41 AMEDT Yo Schedule POF Comglate 1 14613 %
. e (58] {25} 1251

3007 Rz

Figure 84: My Saved and Scheduled Reports Page
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To Open a Saved or Scheduled Report:

1. Select the Reports link from the Reports section on the HR Administrator Main Menu

page. The Reports page is displayed.

“WEBTA™ _enpiore

attings

Help | Log Out

HR Administrator Mai Marw >

Reports

Duseription
Active employees with a separation dabe in a prior pay peried
Actig SMABhEIts, unsnt 5§ iy provider
A Hours Rapent
Timesheat Status counts by tmakaaper
Bigiractionsd Leave Changes Repan
Bidirectionsl New Hires Repont
Bidirectionsl Profile Audit Report
Bidirectionsl Summany Repor

Risturess th smployas and timeshaal ivformation for comacted
timeshaats validated by somacna athar than employes:

Drefaul Schedule for users that meet Retain Data Type vakes

Defaut Schedule Repart

Employes Assignment Report LESDA Employon Assignmant Repord

Listing of eengloyen's 4 gancy conticts

Empisyues whiss RSO/Salary Cap sl is 361 10 May Excred Salary
Cap'

Erphoyess on Appoind

Report Employous that have appointmant Initaticns

Comscted Timashoots E st who harvs comecind —

Empioyoes with projectid AL balances greater Shan the coling

Listing of al essantial amployees

FES| Extract axport for records by agency

Employons saparated from e organization

Audi antries for background job acthty and outcoms

Loave Ausdt Report

Leave fusdi Report for Part Time Employees

Luave tima axpiing by pay pariod

Raturres the users Tl maal the criteria of the inacthvity parod and
arganizaton

Audi sntriss Tor login succhsans and tdures

Empioyeas wha do not Furve contct infoemation for sl andior at least
ane emergency contact
Kawly bired ermployees

Lists mumber of smploysss w/ 1-14 days of islework pes organization

Hew Employens

Numibes of Empioyees with Days of Telewsek
Report

on Assignment Users assigned b sach mls per organization

Emplyyen Ovomide datads

Sxved and Schiedubed Repo

Figure 85: Reports Page

page is displayed.

FWEBTA™  tmpioyee

Hama

Cwartim Repeon

Tasbewark -
Tabework Agresments.- Est
Emargency Preparsdness Level
Telework Agresments. - Position Location Agency
Cods Lovel Repent

Sureniey of How

doyes &
epan

Tekework Agresments - Posiion Location POY Laved

Fitpsnt
T

Agres

Tobework by Em

Tusbewark by O

Tubewark by Seres-Grade Fepon

Tolework Coordinators by Agency Code Report

Tokrweork.

——T

Saved Repodt
ricipation Report

Tabework

Tebework

Tubework Usiization Ruport

iefated Timushaats

LFSDA Tedework Repon

Duscription

Chartime Report
Laave requests approved and subsequenty denied
Uisers ansigrad 1o #ach ol

Listing of all aciive smployess - can be printed oul to Fack
amployses in an smengency

Tirneshaats which have betn solf canified in o pay pevied
Supenvisars and smployees dstignad 1o them
SupervisorTmekespsr and Deligates

Tebwrork - Summary of Howr by Pay Pariod

Alisting of 1slework sgresmants slong with sssential smployes and
smargency proparednass

Co;nés of total employes, eligible. with telework agreements group
by FOI

A listing of PO! Level Information

A Buing of disnied Wor agniseants
Tawork by Ermgloyes Repoi
Tebrwirk by Crganization Repon

Counts of total amployes. sligible. telework agresmants, groupsd by
Sanes. Grade and Paicipation

A listing of tebework coordinators by ageny

Cuitinngs todal nurmibied of smplyees in an agency. hew misy ang
Lelework ebgile, and how many are telewerking

Allating of telework ribes saved

A fizting of haw many employees have used telework transactions
Lists total hours. of ledeveork by ransaction code per organization
andior smplayes

Timekeapers and employees assigrad b them

Audt logs for imesheot profile changes

Tienirahnat S1A0us COUNS By ek aaper

Summarization of Smashest. kave and acthity
Ermployses ot assignad deacty 1o & Smakeeps of § supsnitor

A Bsting of unceliSed limehasts

A listing of unprocessed timeshaets

A lting of unvalidsted Smashests.

Eammmsm,u wligible. belwork agreemants sic group by

Select the My Saved and Scheduled Reports button. The My Saved and Scheduled Reports

Inbox [0]

HR Ad Aain M » Rapors >
My Saved and Scheduled Reports
| Swws:
| A v
Maxt
Hame F,'g:: Subrmitted Completed Scheduled
Date
Organization Organization QIFR2020 0917 071772020 0917 "
Assignment Assignmant AMEDT AMEDT Mo Schedule
Overida Report  Overrids Report 1 T30 0305 CRATHIR0OS88 g senecut

Format Status Pages
POF Complate 2
FOF Complate 1

Figure 86: My Saved and Scheduled Reports Page

3. Select the applicable report.

14613

Size
{Bytas)

ITET

Download

Message Reftun

((Donmioad ] [[RaRun Now ] [X]

Dedute

4. Select the Download button to download the report. The Save as dialog box appears.
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OR

Select the ReRun Now button to run the report. The message Report Instance 'name of report'
submitted for execution is displayed.

OR

Select the Delete button to delete the report. The message Are you sure you want to delete
report instance 'name of report'? is displayed. Select the Yes or Cancel button, as applicable.

Note: You can also select the X in the Delete column to delete the report.

OR

Select the Email button to email the report. The message Are you sure you want to email
report instance(s) to yourself? is displayed. Select the Yes or Cancel button as applicable.

OR

Select the Cancel button to return to the HR Administrator Main Menu page.
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Running Reports

The HR Administrator Reports menu displays the report name and a brief description of the

report.

The My Saved and Scheduled Reports page can also be accessed from the Reports menu page.

This section includes the following topics:

Active Employees With Past Separation Dates
ACLtiVE TIMESNEEEIS NFC.....oiiiiiiiiii e
After HOUrs REPOITUSDA ...ttt e e e e e e e e e s
AGENCY STATUS ... s
Default SChedule REPOIT ..o
Employee Assignment REPOIt USDA..........coooiiiiiiiie et

EMPIOYEE CONTACES ......ooiiiiiiiieiiiice ettt

Employees Approved to Exceed the Earnings Limitation Report...................... 145
Employees on Appointment Limitations Report.........cccccccveeeiiiiiiiieni e, 148
Employees with Corrected Timesheets RepOrt..........ccuvevveiiiiiiiiiiiciieeiiieeeeen 151
Employees with Projected AL Balances Greater than Ceiling Report................ 154
Essential EMPIOYEES ......cocuiiiiiiiii e

FINAl TIMESNEETS.....coiiiiii e

LEAVE AUIL ...ttt

Leave Audit Report for Part Time EmMpPIOYees.........ccoovvvviiiiiiiiiiie e

Leave Time EXPiration REPOIT .......cc.uuiiiiiiiiiiiiiii et

MiISSING CONTACES ....cciiiieiiiiii et e st e e e e

New Employees ...................
Organization Assignment ...
O)V/C] g g To (Sl == o To] o AFUR PP
(@)Y T ¢ {14 TSI o= 0T ] o A PP
Restored Annual Leave ANAIYSIS .........coiiiiiiiiiiiiee e
ROI CAIL ..o e e
Self CertifiCatiON ......cooiiiii et
SUPEIVISOr ASSIONMENTS ....eiiiiiiiiie ittt
Supervisor/Timekeeper and Delegates REPOIt .........coocveeeiiiiiiiiieee e
TimeKeeper ASSIGNIMENTS .......uiiiiiiieeiiie ettt e e sbree e s sebeeeeae
TIMESNEETL STATUS .....oeiiiiiiii et
TIMESNEET SUMMAIY ......uiiiiiiii it e e e e e e e e e
Unassigned EMPIOYEES ........ooooiiiiiiiieciie e
uUncertified TIMESNEELS ........cocoiiiiiiiii s

UNProcessed TIMESNEELS ......cciiiiiiiiiii e
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Unvalidated TimeSheetsS..........ccccciii . 215

Active Employees With Past Separation Dates

The Active Employees With Past Separation Dates report lists active employees with a
separation date in a prior pay period.

To Run the Active Employees With Past Separation Dates Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

“WEBTA

croie (I

Help | Log Out

HR Administratos Maih Manw »

Reports

Acths Employes st Separation

Defaut Scheduls Repant

Emplayes Assignment Report LISDA

Erghoysss on Appo
Report

th Coerectd Timesheots

Meygin

Heww Employoes

Numbes of Empizyees with Days of Telewark
Report

Organization Assignment

O

Rapen

Dascription
Active smployess with a separation dala in & prior pay paried

Active Bmashets, Unsent % & pay provider
Ao Hours, Rapeert

Timushaat Stats CouNS by tmakaaper
Bidirectional Laave Changes Repon
Bidirectional New Hires Repart
Bidirectionsl Profile Audh Report
Bidinectionsl Summary Report

Rieturrss the employes and timesheet idormation for comected
timesheats vabidated by someone other than smplayes

Drefaull Schadule for users that mast Retain Data Type vakses
Empioyon Assigrmant Report

Listing of eenployee’s emiegancy comatts

Ezlnws whesa RS0Salary Cap Bekd is set to May Excesd Salary
Empioyees that have appointment instations

Employees wha have comected mesheets.

Emgloyees with projected AL balances greatur Sn the coling

Listing of all sssantisl empioyess

FESI Extract export for recoeds by agency

Employeas saparated from e organization

Audi antries for background job ackvity and oulcoms

Laave fAusd Roport

Leave Audl Report for Part Time Employees

Laav tima aspiring by piry paniod

Raturre the usess Bt maat the criteria of the inacthily pariod and
organizaton

Audi gntries for login successis snd tidures

Ephoyias who 36 fot Rivi coetact iarmation far 34lf andior ot least
ona smargency contact

Hewly hired employees

Lists number of employees w/ 1-14 days of telework per organization
Usars assigned to each role per organization

Emgioyas Cvamide satals

Sawed and Schedubed Ropo

Figure 87: Reports Page

Nama

alegares Rapont

ety - Esan mpkoyes &
Emargency Preparsdness PO! Level Feport
Tolework Agresments - Poaiion Location Agency
Code Lavel Repon

Tolewerk Agrosenests - Fostion Location POI Loves

Fispert

Dnied Report

w0 Raport

Tibewark bry Ceanization Repod

Tulewark by Series-Grade Report
Toleswork Cocudinators by Agency Code Report
Tokwwark Dogron Of Parscipation

Tabework Mies Saved Report

gnmants

Duaseription
Ovarsima Raport
Loave iwquests approved and subsequinty denied
Users assigreed i gach role
Ligting of 8 pcsive sreployii - can be primed oul ko Wk
Amployaes in an emangincy
Tirneshaats which have beta solf canified in & pay peviod
Supenisors and employees assignad 1o them
SupervisorTimekeepdr and Deligates
Tebwork - Summary of Hous by Py Period

A Bsting of telework sgreements along with sssental employes and
amangency proparednass.

prlgs of total smpioyes, sligible, with telework agresmants group
i,

A lissing of PO! Lawol information

A Esting of donied Mlimork agresmanty

Tedwaek by Emrglayes Repon

Telbweork by Crganiz ation Repon

Counts of 1otal employes. eligible. telewark agresments. grouped by
Seres. Grade and Participation

A listing of talework coordinalors by agemcy

Custings total umber of smployeat in an agency. Bow misy are
tubework eigitle, and how many are elswerking

A listing of tedework miles saved

# liating of haw many employees have used telewark ransactions
Lists 1otal haurs of lslework by Iransaction code per srganization
andior smplayes

Timekeapars and employess assigred b tham

Aud logs for imeshet profile changes

Tienishaat status counts by Bekaapar

Summarization of mashest. beave and acthity

Ernployeas reot assigned dincty 10 & Bmakerpss of & supenisor
A Bsting of uncenifad fimeshaats

A listing of unprocessed timesheets

A listing of urvalidsted Smaesheets

Counts of total smployes, slgible, telewark agrmants sic group by
POy

2. Select the Active Employees With Past Separation Dates link. The Active Employees With

Past Separation Dates Report Parameters page is displayed.
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Note: If a header is desired, it may be entered in the Report Header field and will be displayed in
addition to the report name.

:
~WEBTA_ emviorr

HR Administrator Main Menu = Reports =

PDF | Excel | HTML | CSV| Background Execution v|

Active Employees With Past Separation Dates

Report Parameters
Report Header:

[ Run Report ] [ Cancel ]

Figure 88: Active Employees With Past Separtion Dates Report Parameters Page

3. Select the Run Report button to run and display the report.

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV| Background Execution

Active Employees With Past Separation Dates

Active Employees With Past Separation

Dates
Employee Separation Date/Pay Period
DOE. ALICE - DOEA 2018-18
DOE. BETTY - DOEE 2018-21
DOE. DAVID - DOED 2018-20
DOE, KARL - DOEK 2018-20
DOE, MARY - DOEM 2018-22
DOE. TERRY - DOET1 2018-22
DOE. WILLIAM - DOEW 201821
DOE. Z0E - DOEZ 201819

Page 1
Report Parameters

Report Header:

[ Run Report ] [ Cancel ]

Figure 89: Active Employees With Past Separtion Dates Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.
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OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab | Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Active Timesheets NFC

The Active Timesheets NFC report lists timesheets that have not yet been sent to NFC for
processing in a designated pay period.
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To Run the Active Timesheets NFC Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

FWEBTA™ _ coviope

HR, Adminisirator Main Meny =

Reports

[T Dhiscriplion
NPRLSIPAA g eemployess with a saparation date in a e pay pedad

Actis Timeshasts NFC Active Smashests, Unsent 1o & Ey provider
Afar Hours Report USDA A Howrs Repsel
Agency Status Timeshaat status counts by makaaper
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i New Hi T i & Hires Repan
Bidieconal Profle Avdt Repod Bidrectonal Profils Auddl Repart
Bidiecional Summary Repan Bidirectional Summary Repor.
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Emphoyes Report

Defaut Schedule Repart

Employes Assignment Report USDA
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Emgloys Appiivid 16 Excedd th
Eacnings Liritation Report LIS0A
Ervplayees on Appointmant Limtations
Report

Emplayess With Coeected Timeshests
Report USOA

Emplaysss with Projectod AL Balances
Greater than Celing Repot USDA
Essental Employess

FES! Extract for Agency Report

Firl Timeshests

Job Audi Legs

Loawe Audt

Learve Aud Repor for Part Time Employees
UsoA

Ly Time Expration Repet

Logn Activity Report USDA

Logn Audit Logs

Mesaing Contaits

Hew Employoes
Humbes of Employses with Days of Telework
Report

Ongamization Asslgrament
Drearica Rapen

Riturrs the empleyed and timeshaet information for comacted
timesheels vabdated by scmeone other fan employes

Diefaul Schedule for users that meet Retain Data Type vakoes.
Emgizyon Assignmant Report

Listing of eemployee's dmiegancy contidts
‘E:‘w:fhmmnsuﬁm Caip T 15 4 o Mary Excasd Salary
Employies it Pava appointrant imitalices

Employees who have comected tmesheots.
Emgleyoes with projected AL balances greater Sun the coliing
Listing of all assantial amployaas

FES| Extract axport for records by agency
Emplayees saparated from e ceganization
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2. Select the Active Timesheets NFC link. The Active Timesheets NFC Report Parameters
page is displayed.

L]
_WEBTA'_ emioree (TR

HR Administrator Main Menu > Reports >

. . PDF | Excel | HTML | CSV
Active Timesheets NFC
Report Parameters
Report Header:
Pay Period: |2018-24: Nov 25, 18 - Dec 08, 18 v

Employee: m

Timesheet Status: | All v
Unit:
State: v

Users: | Active v

[ Run Report ] [ Cancel ]

Figure 91: Active Timesheets NFC Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Pay Period (see "Pay Period Field Instruction" on page 232)
Employee (see "Employee Field Instruction" on page 225)
Timesheet Status (see "Timesheet Status Field Instruction" on page 238)
Unit (see "Unit Field Instruction" on page 239)
State (see "State Field Instruction - Report Parameters" on page 236)

Users (see "Users Field Instruction" on page 240)
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4. Select the Run Report button to run and display the report.

“WEBTA' _cnpone ()

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV

Active Timesheets NFC
Active Timesheets NFC
Employee Name Pay Period | Organization State | Unit | Status Timekeeper  Supervisor
DM, OFC OF THE District of N "
DOE, ALICE 01003 | QM FCOETHE | DEmclol | o1 Saved |DOE, THOMAS | DOE, JANE
DM, OFC OF THE District of 3
DOE, CATHY 2018-03 CHIEF FIN OFFC Columbia 01 Saved | DOE, THOMAS  DOE, JANE
PROGRAM ol g
DOE, JOHN 2018-03 MANAGEMENT Istrict of | 4 Saved | DOE, THOMAS | DOE, JANE
STAFF Columbia
Wi DM, OFC OF THE District of § " "
DOE, WILLIAM 2018-03 CHIEF FIN OFEC Columbéa L1} Saved | DOE, THOMAS DOE, JANE
Page 1
Report Parameters

Report Headar:
Pay Period: |2018-03: Feb 04, 18 -Feb 17,18 ~

Timesheet Stats: | Saved v
Unit:
State: v
Users: | Active v

Figure 92: Active Timesheets NFC Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab | Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.
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After Hours Report USDA

The After Hours Report USDA lists users and the organization of users who worked after a

specified time and date.

To Run the After Hours USDA Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

EWEBTA  engiopee

HRt Admin

HR Administrator Main Menuy >
Reports

Harms
cthoe Employees With Past Sepanation
Danes

Activa Timashaats NFC
At s Raport USDA
Agwency Stabus

8l Ledvs Changes Report
al New Hires Repont

al Profy Audt Repon

al Summary Repond
Commected Timesheat Vabdated For
Employes Repor

Dofout Schedule Repart
Emgloyss Assignment Report USDA

Ereplopts Contacts

repbpers Approed 10 Excesd the
Earnings Limitation Report USDA
Ervployes on Appontmant Limitations.
Roport

Employess With Cormected Trmesheots.
Respout LIS
Erephoyas with Projectod AL Balances
Greawe than Celing Repont USDA

Esseial Employess
FES Extract for Agency Repont
Final Timesheets

Jobs Audi Lo

Leave Audt

Leave Audi Report for Part Time Employees
usDa

Lo Tirmo Expitation Repen
Legin Activity Report SDA

Login Audit Legs

Meysing Contacts

How Employees

Nurmber of Empicyses with Days of Talework
Report

Organization Assignment

Overrids Repen

Saved and Schedubed Reports

Dascriplion
Active employees with a separafion date in a prior pay pered

Artivh Bmashiets, Unsent 1o & By previse

Al Hours, Rapent

Timashsat status counts by timekaaper
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Dhefauk Schedule for users that meet Retain Data Type vakses.
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Figure 93: Reports Page
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2. Select the After Hours Report USDA link. The After Hours Report USDA Report
Parameters page is displayed.

-
_WEBTA o (I

HR. Administrator Main Menu > Reports >

PDF | Excal | HTML | CS‘J| Background Execution v|

After Hours Report USDA

Report Parameters
Report Header:
Date: |Mov 29, 2018
After Hour Time: v

Organization: 20

Include Sub Orgs: ¥

[ Run Report ] [ Cancel ]

Figure 94: After Hours Report Parameters Page

3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 233)
Date (see "Date Field Instruction" on page 223)
After Hour Time (see "After Hour Time Field Instruction" on page 222)
Organization (see "Organization Field Instruction" on page 231)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
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4. Select the Run Report button to run and display the report.

“WEBTA' _ emiovee (XTI

HR Administrator Main Menu > Reports >
After Hours Report USDA PDF | Excel | HTML | CSV [ Background Execution ]
After Hours Report
Timestamp Display Name Userld Organization
2018-11-28 05:41:11.0 DOE, JOHN DOEJ1 20
2018-11-20 07:09:55.0 DOE, JOHN DOEJ1 20
2018-11-20 07:47:41.0 DOE, JOHN DOEJ1 20
2018-11-20 00:04:42.0 DOE, JOHN DOEJ1 20
Page 1
Report Parameters
Report Header:
Date: Nov 29,2018 =]
After Hour Time: ¥

Organization: 20

Include Sub Orgs:

[ Run Report ] [ Cancel ]

Figure 95: After Hours Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

134



Publication Category: T&A Processing
webTA 4.2 HR Administrator

Step Description

Select Log Out Logs you out of webTA.

Agency Status

The Agency Status report lists the total number of timesheets and the count of timesheets in
Pending, Validated, Certified, Processed, and On Hold statuses. The report is listed by
pay period and Timekeeper.

To Run the Agency Status Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

WEBTA

croie )

Help | Log Out

HR Adminisirates Main Menu »

Reports

Dafsut Scheduls Repant

Emplayes Assignment Report LISDA

Emplayess on Appoint
Repost
Coemciod Timesheots

ted AL Balances
ot US04

New Empioyees
Numbes of Empioyees with Days of Tekework
Ruport

a0 Assignment

Lawed and Schedubed Repo

Dascription
Active employess with a separation date in a prior pay period
Actire Emashests, Unsent 13 & By provider

Ao Hours, Rapeert

Timushat status counts by teakaoper

Bicirectional Leave Changes Repon

Bidirectional New Hires Repont

Bidirectional Profil Audit Report

Bidirectional Summary Report

Rieturrss the employes and timesheet idormation for comected
timesheats vabidated by someone other than smplayes

Drafaul Schadule for users that mast Ratain Data Type vakses
Employor Assignmant Reper

Listing of smployee’s emeegancy conmpcts
E"'Q'Hwt Wit RSOSalery Cap field it set fo May Exceed Salary
aw

Fispert

Employess that have appontrant imitations.
Empiloyees who have comecied timeshests Tolework by Seres-Grade Repon

Emplayoes with projecied AL balances greater fan e coling Tolework Conrdinators

Agency Code Report

Listing of all sssantisl empioyess

FESI Extract export for recoeds by agency

Employeas saparated from e organization
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Leave Ausdt Roport

Leave Audl Report for Part Time Employees

Laav tima aspiring by piry paniod
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organizaton
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one smargency contact

Newly hired emplayees
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Users assigned to sach role per organization
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Figure 96: Reports Page
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2. Select the Agency Status link. The Agency Status Report Parameters page is displayed.

.
WEBTA™ _ cosiee (G0

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | C3V
Agency Status

Report Parameters
Report Header:

Timekeeper: m
Organization: 20

Include Sub Orgs: ¥
From PP: | 2018-23: Nov 11, 18 - Nov 24, 18 v
ToPP: | 2018-24: Nov 25, 15 -Dec 08,18 v

Users: | Active A

[ Run Report ] [ Cancel ]

Figure 97: Agency Status Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Timekeeper (see "Timekeeper Field Instruction - Report Parameters" on page 238)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)

Users (see "Users Field Instruction" on page 240)
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4. Select the Run Report button to run and display the report.

_WEBTA e (IIII)

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV

Agency Status
Agency Status
Pay Perlod  Tip's Org Timskseper org agency State  Town  UnR Thp Tofasl Pencing Valldsted Certifed  Frocesssd  On Hold
Page 1
Report Parameters
Report Header:
Timekeeper: |DOE, THOMAS - DOET [ Search |

Organization: MNone Selected
Include Sub Orgs: »
From PP: | 2018-23: Nov 11, 16 -Nov 24,18 ~
To PP: | 2018-23: Nov 11, 18 -Nov 24,18+
Users: | Active v

[ Run Report ] [ Cancel ]

Figure 98: Agency Status Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab | Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Default Schedule Report

The Default Schedule report provides a list of default schedules for users that meet the retain
data qualifications.
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To Run the Default Schedule Report:

The Reports page is displayed.

“WEBTA™ _enpiore

1. Select the Reports link from the Reports section on the HR Administrator Menu page.

attings

Help | Log Out

HR Administrator Mai Marw >

Reports

Duseription
Active employees with a separation dabe in a prior pay peried
Actig SMABhEIts, unsnt 5§ iy provider
A Hours Rapent
Timesheat Status counts by tmakaaper
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Bidirectionsl New Hires Repont
Bidirectionsl Profile Audit Report
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Drefaul Schedule for users that meet Retain Data Type vakes
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Figure 99: Reports Page
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[ Run Report ] [ Cancel ]

Figure 100: Default Schedule Report Page
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Tawork by Ermgloyes Repoi
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Counts of total amployes. sligible. telework agresmants, groupsd by
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2. Select the Default Schedule Report link. The Default Schedule Report page is displayed.

Inbox [1] | Settings | Help | Log Out

PDF | Excel | HTML | CSV | Background Execution ~|

3. Select the Run Report button to run and display the report.
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Note: If none of the supervised employees has a default schedule established, the message No
Records Available is displayed.

““WEBTA'

HR: Administrator Main Menu >

Employee m Inbox [1] | Settings | Help | Log Out

Default Schedule Report

POF | Excel | HTML | CSV| Background Execution

Default Schedule Report

Week 1 Weak 2 ™

Employes Work Schedule | Alt. Schedule ProjectAccount S D D O D SO S (P S (R P D R | 1
Sun | Mon | Tus | Wed | Thu | Fri | Saf | Sun | Mon | Tus | Wed The | Fr | Sat
DOE. ALICE - DOEA Full Tina Wit Brecesvebenetish ]
DOE. BETTY - DCEB Full Time Mancifia XIOOOOOOOOCCN00000,
DOE. CARL - DOEC Full Tima 4 Tanehour Days | X0000C0O0OCCI0G000, g0} 800
DOE, BAVID - DOED Ful Time B4/ Compressed | XO0O00000OMD0M000, 800 8.0 o
DOE. ELIZASETH - DOEE Full Tne 4 Ten-hour Days | X0000COO0COCKNI000, 00 o0 200 | @
DOE, GARY - DOEG Full Tirna Maifiex FITOOOTODOICKONIN. 0 8:00
DOE. LARRY - DOEL Full Time Maifex KICOOOTOGOOO00000,
DOE. MARY - DOEM ull Tima ) Comprassad | XO000000C0OCOMO000.
DOE. PAUL - DOEP Ful Time 4 Tanehour Days | XOOOOOOOOOCM0000, 8.0
DOE, AOBERT - DOER Ful Time 4 Tenhour Days | X0000COO0OCCDA000, 3.00 8.0 o
DOE, SAM - DOES Full Tims 549 Compressad | X0000000000CK00I000. 00 = 200 | @
DOE. THOMAS - DOET Full Time 4 Ten-hour Days | X000000O0CCCNN00000, 00 8.00 00
DOE. WICTOR - DOEV Full Tima 4 Ten-hour Days | 2000000OCOCONN0000, 400
DOE. WILLIAM - DOEW Full Tima B4/ Comprassed | XO000O0OOOOMG000,
Page 1

Figure 101: Default Schedule Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:
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Step

Description

Select the Cancel button

Returns you to the Reports page.

Select the HR Admin tab

Returns you to the HR Administrator Menu page.

Select Log Out

Logs you out of webTA.

Employee Assignment Report USDA

The Employee Assignment Report lists employees and their assigned supervisor. Users may
search for an employee and their assigned supervisor, for a supervisor and their assigned
employees, or leave both search filters blank to search for all employees and supervisors in their

Agency or Department.

To Run the Employee Assignment Report:

1. Select the Reports link from the Reports section on the HR Administrator Main Menu
page. The Reports page is displayed.

Inboa [4] | Settings | Help | Log Out

My Saved and Schedubed Reports Cancel

FWEBTA _ envioree (I

* Laave Audt Ruport for Part Time Employess

K | jats umber of employees wi 1-14 days of telework per organization

Dassription
Active employees with a separation date in a pricr pay pericd

Arthve BMashists, Unent 19 & Py PIovide
A Hours Rageert

Timashaat status counts by imakaaper
Bicirectional Leave Changes Repon
Bidirectional New Hires Repont
Bidirsctional Profle Audt Repon
Bidirectional Summary Report

Risturess the employas and timeshaet information for comacted
timesheats validated by scmacne othar than smployes

Drafault Schadule for users that mast Rtain Data Type vakoes

Employea Assignment Report

Listing of eenployee’s smesgancy commidts
E"Iv_b'rw‘} wiherky RS0/Salary Cap fisld i 56t 1o May Excesd Salary
ag’

Empioyees that have appointment instations
Empioyees wha have comectd tmeshests
Emplayoes with projecied AL balances greater fan e coling

Listing of il sssantisl smplayaas
FES| Extract axport for records by agency
Employees saparated from the organization

Audit antriss for background job actvity and oulcome

Luave Ausdt Raport

Liave ma wxgaring by pay panod

FLRtuecs tha Usees hat madt the eriteria of the inactiay parod and
oeganizaton

Audt entried for legin succesies and tluns

Ernployius wha do rot Buve contbel ifoemation b 30l sndior ot ledst |

one emengency contact
Newly hired smployees

Users assigned i sach role per organization
Empleyes Ovamise dSatads

Figure 102: Reports Page

Duaseription
Cvurtime Report
Loave roquests approved and subsequenty denied
Users assigeosd 1 #ach 1ole
Listing of all acthve seployess - can be printed oul to Mack
amplapees in an emargincy
Tirneshaats which have beta solf canified in & pay peviod
Supendsors and employees assignad 1o them
SupérvisorTunekespsr and Delegates
Tebwork - Summary of Hous by Pay Pariod
A lting of telework sgreements along with essental employes and
smangency proparednass.
Counts of total employes, sligible. with televwnrk agreements group

POL

A fisting of POI Level information
A Eating of donied wliwork agresmants
Tabiwark by Esngloyes Repont

Telwaek by Organization Repce

Counts of total employee, eligible. telework agresments, grouped by
Saries. Grage and P articipation

A listing of tedework coordinalors by agency

Ouings tatal numbes of amployees in an agency. Bow mamy are
talevwork eigitle, and how many are lskworking

A listing of tedework miles saved

A isting of haw many smpkryess have used telework transactions

Lists total hours of tslework by ransaction coda pet arganizasion
andior smpk

Timekespars and smpkcyees sssred b tham

Aud logs for imeshet profile changes

Tinashaut S1a1US COUNtS by ek apar

Summarization of imashost. kave and acthity

Emplayees not a3signad dency 10 4 BTakespte of & Supensor
A lgting of uncenied timeshaats

A fizting of unprocessed timesheats

A listing of urvalidsted Smaesheets

Counts of fotal employes. eligible, telewark agrssmants sic group by
PO
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2. Select the Employee Assignment Report link. The Employee Assignment Report
Parameters page is displayed.

-
_WEBTA _ envoye )

HR Administrator Main Menu = Reports =

PDF | Excal | HTML | CS'\-"| Background Execution v|

Employee Assignment Report USDA

Report Parameters
Report Header:

Employee: m
Supervisor: m

[ Run Report ] [ Cancel ]

Figure 103: Employee Assignment Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Employee (see "Employee Field Instruction" on page 225)
Supervisor (see "Supervisor Field Instruction - Reports" on page 237)

4. Select the Run Report button to run and display the report.

_WEBTA'_ cwiore: (I

HR Administrator Main Menu > Reports >

_ POF | Exesl| HTML | C5V [ Background Execution ]
Employee Assignment Report USDA I S ackoround Evecaton

Employee Assignment Report

Employee ID Employee Name POIL Supervisor Name Backups
DOogA DOE, ALICE ST DOE, JANE
DoES ST DOE,
DEC sa7 DOE,
DOE sa7 DOE,
DOEM DOE, MRy sa17 DOE, JANE
DOEN DOE, NANCY san7 DOE,
DOER DOE, PATRICIA su7 DOE.
DoET DOE. THOMAS ST DOE. JANE
Page 1
Report Parameters
Report Header:
Supervisor: |DOE, JANE - DOEJT [ Search |

Figure 104: Employee Assignment Report
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OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms

that the report has been submitted. For more information see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab | Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Employee Contacts

The Employee Contacts report provides a listing of emergency contacts for employees.

142



Publication Category: T&A Processing
webTA 4.2 HR Administrator

To Run the Employee Contacts Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.

The Reports page is displayed.

FWEBTA™ _enpiore

Help | Log Owt

HR Adrinbirates Mai Menu >

Reports

Dascription
Active eemployees with a separation date in a prior pay peried
Active Smashests, Unsent 1o & Ey provider

Al Howrs, Repen

Timeshaat status counts by timakaaper

Bidrectionsl Leave Changes Repor

Biirectional Mew Hires Repon

Bidrectional Profils Audit Repor

Bidrectionsl Summary Repon

Riturrs the empleyed and timeshaet information for comacted
timesheets valbdated by somecne other than employes:

Defauk Schedule for users that meet Retain Data Type vakses.

Defout Scheduls Repart

Employes Assignment Roport ISDA Empioyee Assignmant Report

Listing of isngdoyei's semicgancy Commidts

Ew&;wi whosd RSO/Salary Cap fekd i 861 15 May Excasd Salasy
a5

Report Emgpiksyius thuat hava appointmant nsitatisns

Emplayees who have comecied imesheats
Emplryees with projected AL balances greatar fan the calling

Listing of al essantial amplsyoas

FES Extract axport for racoeds by agency
Employies saparatied fom the seganization

Audt antries for background job actvty and ouleoma
Laave fusdt Report

Laave At Raport far Part Tims Employaes

Laave Ema apiring by pay patiod

Rlaturees this usees Tl maat th criteria of the inactivity pariod and
ofpanizaton

Audit gotries for login suctessas sod ldures

Employeas wha do rof Farve contact information B slf andior ot lest
one smergency contact

Kiewly hired smployees
Lists number of employees w/ 1-14 days of ielework pes onganization

Msing
New Employoes

Humbes of Employses with Days of Telework
Fopot

Usars azsigned ko each role per organization
Emgloyes Dvamica datals

Figure 105: Reports Page

Tolework Agrosments - Postion Location Agency

Cada Laval Ragon

Tokswork Agresenits - Postion Location POI Laves

Rapert
Tl

Agroeenerns Dunied Rugort

Tokwark by Em a Roport

Tubewaek by Degar poit
Tolework by Sedes-Grade Repont

Tolewark Coodinators

Agency Code Report

Telework Parficipation Report
Talewerk Utlizatise Report
Timekesper Assignmants

Timeshest Profle Audt Logs

[

ad T

idated Timeshests

PSDW, Takework Repan

Duscription

Overtime Report

Loave rquests approved and subsequenty denied

Unés assigred 1 4ach ol

Listing of 8l Betive amgloyiss - Lan ba printed ou1 1o adk
Aiplyees i in emangindy

Timeshaats which have been el cenified in 8 pay period
Supendsors and employees assignad 1o them
SupervisonTunakespsr and Diligites

Telwork - Summmary of Hour bry Pay Pariod

# listing of elework sgreements along with essential emplcyes and
smangency proparednass.

Counts of total employes. eligible. with telework agreements group
by FOI

A fisting of PO! Levol information

A Bating of danied Wmork agresment

Tabpwerk by Errgloyes Report

Tebwtek by Organizaticn Repsa

Counts of total employee. ligible. telrwork agreements, grouped by
Saries. Grace and P articipation

A listing of tedework coordinators by agency

Ouines total number of amployass in an agency. Bow miey are
tabeveork eligitle, and how many are tekeworking

Allating of lelework mibes saved

A lsting of haw many empliyees have used belework fransactions
Lists total hours of telework by ransaction code per srganization
andior smployes

Timekeapars. and employees assigned ta them

Audt logs for meshest profile changes

Timeshaat status counts By rgkaapar

Summarization of Smashest. leave and activity

Employens mot sssignad dimcdy 1o & Smakeeps of 8 supendor

A g of unceniad meihasts

Alisting of unprocessad tinesheets

A listing of urvalidaied fmasheets

sgmmmum,u wligible, telvwork agreemants ic group by

2. Select the Employee Contacts link. The Employee Contacts Report Parameters page is

displayed.

.E.W EBTA“ Employee m

HR Administrator Main Menu > Reports =

Employee Contacts

Report Parameters

Report Header: | |
Organization: 20
Include Sub Orgs: ¥
Employees: (0 selected) EREHTTERA
[ Run Report ] [ Cancel ]

Figure 106: Employee Contacts Report Parameters Page

3. Complete the following fields:

Inbox [1] | Settings | Help | Log Out

PDF | Excel [HTML | CSV
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Report Header (see "Report Header Field Instruction" on page 233)

Organization (see "Organization Field Instruction" on page 231)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)

Employees (see "Employee Field Instruction" on page 225)

4. Select the Run Report button to run and display the report.

_WEBTA_ emioree (IR

HR Administrator Main Menu > Reports >

Employee Contacts

PDF | Excel | HTML | CSV

Employee Contacts

Contact Name Relation Phone Email Address
DOE, THOMAS - DOET OCFO
“Seit” Sett
1 JOHNNY DOE Srothar 444.484.4484(C
Notes: If no answer. please text.
Page 1

Report Parameters
Report Header:

Organization: 20

Include Sub Orgs: «
(1 selected)

Remove All m

Employees: 1oe THOMAS

Figure 107: Employee Contacts Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file

type.

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step

Description

Select the Cancel button

Returns you to the Reports page.

Select the HR Admin tab

Returns you to the HR Administrator Menu page.
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Step

Description

Select Log Out

Logs you out of webTA.

Employees Approved to Exceed the Earnings Limitation Report

The Employees Approved to Exceed the Earnings Limitation Report lists the name, user 1D,
POI, and timekeeper of employees who have been approved to exceed the earnings limitation.
The employee's timesheet profile must be coded appropriately in order for the employee to
exceed the earnings limitation.

To Run the Employees Approved to Exceed the Earnings Limitation Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

Imbox [4] | Settings | Help | Log Out

FWEBTA envioree (I

Report

My Saved and Schedubed Reports Cancel

* Laave Audt Ruport for Part Time Employess

K Lists rumibes of employees wi 114 days of telework per organization

Dascription
Active employees with & saparation dats in a prior pay parisd
Arthve BMashists, Unent 19 & Py PIovide

Ao Hours. Rapeert

Timashaat statis counts by imakanper

Bicirectional Leave Changes Repon

Bidirectional New Hires Repont

Bigirectional Profile Audit Repon

Bidirectional Summary Report

Risturess the employas and timeshaet information for comacted
timesheats validated by scmaecna othar than smployes

Drefault Schadule for users that mast Rtain Data Type vikses

Employea Assignment Report

Listing of eenployes’s emecgancy conticty
Emv_b'rses witwrse RSOSalary Cap fekd is sl 10 May Excesd Salary
ap

Empioyees that have appointment instations
Empiayees wha have comectd tmeshests
Emplayoes with projecied AL balances greater fan e coling

Listing of 8 sssantisd amployas

FES| Extract axport for records by agency
Employoes saparated from the organization

Audt gntries for background job actty and oulcome

Luave Ausdt Raport

Loave Bma axpiring by pary pariod

FLRtuecs tha Usees hat madt the eriteria of the inactiay parod and
organizason

Audtt entries for login successes snd telures L
Employees wha do not Fuve contact information for self andior at least |
one smergency contact

Hewly hired emplayees

Users assigned b sach role per organization
Emgilyes Cvamice dataldy

Figure 108: Reports Page

Duseription
Ovarsima Raport
Loave requests approved and subsequenty denied
Usars assigessd 1o aach rola
Listing of all Bctive semgioyess - an ba printed oul 19 vack
amplayes i an emangency
Tirneshaats which have beta solf canified in & pay peviod
Supenisors and employees assigned 1o them
SupervisorTimekeepdr and Deligates
Tebwark - Summary of Hous by Pay Pariod
A lting of telework sgreements along with essental employes and
emangency preparsdnass.
Counts of total employes, eligibie, with lelework agreemants group
by PO
A fisting of POI Level information
A Esting of danied telawork agresmants
Tolywork by Employes Report

Tebework by Orgarization Repan

Counts of total smployes. aligibke, telewark agresments, grouped by
Sorks. Grads and Participation

A listing of tedework coordinalors by agency

Dliryies 10l humbied of emplyias in a0 Bgncy. Biw My ane
tilevwork egitle, and how many are lskworking

A listing of tedework miles saved

A listing of haw many employess have used telework iransactions

Lists 1l hours of lalework by ransaction code per organizafion
andior amglayes

Timeksapars and employees assigned 12 them

Audt logs for fmesheet profile changes

Timashaat status counts by inskaaper

Summarization of imashost. kave and acthity

Employees not 435ignad dency 108 BTakespie of § Supenisor
A Bating of unceniind limeshiats

A fisting of unprocessed timesheats

A listing of unvalidated Smasheets

Counts of 1otal employes. sligible. telework agresmants et group by
PO
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2. Select the Employees Approved to Exceed the Earnings Limitation Report link. The
Employees Approved to Exceed the Earnings Limitation Report Parameters page is

displayed.

sts ™
"WEBTA'  empioyee m Inbox [1] | Settings | Help | Log Out
HR Administrator Main Menu > Reports >
PDF | Excel | HTML | CSV| Background Execution -

Employees Approved to Exceed the Earnings Limitation Report USDA

Report Parameters
Report Header:

Employee: m

Employee Id:
Agency:  Select an Agency ¥
Dept Descriptor:

Figure 109: Employees Approved to Exceed the Earnings Limitation Report Parameters Page
3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 233)

Employee (see "Employee Field Instruction" on page 225)

Employee ID (see "Employee Id Field" on page 225)

Agency (see "Agency Field Instruction" on page 222)

POI (see "POI Field Instruction" on page 233)

Dept Descriptor (see "Dept Descriptor Field Instruction" on page 224)
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4. Select the Run Report button to run and display the report.

_WEBTA'_ cupione

HR Administrator Main Menu > Reporis >

. N PDF | Excel | HTML | CSV [ Background Execution_~]
Employees Approved to Exceed the Earnings Limitation Report USDA e ackground Bxecuton

Employees Approved to Exceed the Earnings Limitation
Report

Employee Hame Employee Id POl Timekeeper Name
KD, DOE. THOMAS

prrreiy DOE, THOMAS

A DOE. THOMAS

Page 1
Report Parameters

Report Header:

Employee: m

Employee ld:
Agency: 90 - OCFO v

POI: 5317

Dept Descriptor:

Figure 110: Employees Approved to Exceed the Earnings Limitation Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports menu.

Select the HR Admin tab | Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.
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Employees on Appointment Limitations Report

The Employees on Appointment Limitations report provides a list of employees with

appointment limitations.

To Run the Employees on Appointment Limitations Report:

1. Select the Reports link from Reports section on the HR Administrator Menu page. The
Reports page is displayed.

EWEBTA  engiopee

HRt Admin

HR Administrator Main Menuy >
Reports

Harms
cthoe Employees With Past Sepanation
Danes

Activa Timashaats NFC
At s Raport USDA
Agwency Stabus

8l Ledvs Changes Report
al New Hires Repont

al Profy Audt Repon

al Summary Repond
Commected Timesheat Vabdated For
Employes Repor

Dofout Schedule Repart
Emgloyss Assignment Report USDA

Ereplopts Contacts

repbpers Approed 10 Excesd the
Earnings Limitation Report USDA
Ervployes on Appontmant Limitations.
Roport

Employess With Cormected Trmesheots.
Respout LIS
Erephoyas with Projectod AL Balances
Greawe than Celing Repont USDA

Esseial Employess
FES Extract for Agency Repont
Final Timesheets

Jobs Audi Lo

Leave Audt

Leave Audi Report for Part Time Employees
usDa

Lo Tirmo Expitation Repen
Legin Activity Report SDA

Login Audit Legs

Meysing Contacts

How Employees

Nurmber of Empicyses with Days of Talework
Report

Organization Assignment

Overrids Repen

Saved and Schedubed Reports

Dascriplion
Active employees with a separafion date in a prior pay pered

Artivh Bmashiets, Unsent 1o & By previse

Al Hours, Rapent

Timashsat status counts by timekaaper

BriSractional Laave Chisges Fapan
Bidiractional Mew Hires Repon

Bidirectional Profil Audi Repor

Bidrectional Summary Repod

Flsturess. the emplogee and timesheet infoemation for comecsed
timesheats validated by scmacne other than emplayes.
Dhefauk Schedule for users that meet Retain Data Type vakses.

Empleyen Assignmant Repert

Listing of employee’s smergancy Comacts

quhqoel whiokd RS0/ Salary Cap feld i a6t 10 May Exceed Salaty
9

Empkeyeas Bt have appointmant Fsitations

Employeas wha have comecied fmeshaats.

Emplyyoos with projected AL balances greater Sian e coling

Listing of all essential employeas

FES| Extract axport for records by agency
Employees saparated from the ceganization

Audit entries for background job actity and oulcome
Leave Audt Report
Leave fusct Report for Part Time Employees

Laave ima apiring by pary pariod
Flaturers the users uad maat the criteria of e inacthviy pariod and
organizaton

—

A s for login &
Employees who do ot Puve contact ifformation o sall andior at least
one smergency contact

Ny hired smglayees

Lists rrumber of employaes w/ 1-14 days of telewark pes organization

Users assigned to sach mle per organization
Emgisyes Cvamice datals

Figure 111: Reports Page

Chvarime Repord

Fstoned Annual Liden Anabiiis

Mimakeeper and Dalegates Rapont
ek - Surnenady of Hous by PP

Tebewark Agresments - Essential Employes &
Emergency Preparsdness POI Level Fepeort
Tolework Agroements - Postion Location Agency
Coide Lvel Roport

Tolewaork Agresencets - Posiion Location PO Lave
Fegert

Tabwwark Agrasnests Danied Ruport

Tolawark by Employoe Raport

Tabewiek by Crganization Rupor

Tokework by Sories-Grade Repon
Tolewark Cooudinators by Agency Code Report
Tolawark Degeee Cf Parsciation
Tulework Mies Saved Report
Talework Parficipation Report
Tolewark Unilization Repont
Timakesper Assignmants
Timeshest Profle Ausdt Logs
Timashaat Status

Timaskaat Summary
Urassignad Employees
Uncamifed Timashists
Urgrocessed Timesheets

Uralidated Timesheats

LS, Tolework Repar

Duseription

Crertime Report

Laave equists approved and subssquenty denssd

Liners asigrasd 15 #ach ole

Listing of all active smgioyess - can be printed oul 1o Yack
emplayees in an emengency

Timeshasets which have bies self corified in & pay pivicd
Supervisors and employess assignad 1o them
SupervisonTimeketper and Dekegates
Tebiwork - Surracy of How by Py Perisd

A liting of tebework sgraements slong with essentsl employes and
emangency proparadnass.

Gwpla.ioiﬂlmulwu wligible: with telework agreements group
by

Alisting of POI Lavel information

A listing of danied telwork agresments
Tebwerk by Esmgloyes Repon
Tebwirk by Orgariztion Repon

Counts of total emplay jbie, telerwork agresmants,
Seikn Grace nd anspaten ’ e

A isting of tslework coordinalors by ageecy

how many ace
# listing of tebervork miles saved
# liting of how many employees have used telework ransactions

g total number of smployees in an agency. Bow misy are
telework eigible, and elewvorking

Lists of talework by jon cod o
andior smployes
d ey e

Audt logs for imesheet profile changes
Tieneshast status counts by tnaskaaper
Summarizaion of imashest. leave and acihdly
Employees met assignad desctly 10 8 Smakespss of § supsnisor

A lting of uncenifed timeshaats

A liafing of unprocessed timeshests

Alisting of urrvalidated Smasheets.

g;mmm-«wu. aligible. talework agresmants sic group by
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2. Select the Employees on Appointment Limitations Report link. The Employees on
Appointment Limitations Report Parameters page is displayed.

_WEBTA' _ empoe- ()

HR Administrator Main Menu = Reports =

PDF | Excel | HTML | CSV| Background Execution v|

Employees on Appointment Limitations Report

Report Parameters
Report Header:

Employee: m
Organization: 20

Include Sub Orgs: |«
POI: MNone Selected

Employee Id:
Dept Descriptor:
From PP: | 2018-23: Nov 11, 18 - Nov 24, 18 ¥
To PP: | 2018-24: Nov 25, 16 - Dec 08,18 v

Appointment Parameter: |Days ¥

[ Run Report ] [ Cancel ]

Figure 112: Employees on Appointment Limitations Report Parameters Page
3. Complete the following fields:

Report Header (see "Report Header Field Instruction" on page 233)

Employee (see "Employee Field Instruction" on page 225)

Organization (see "Organization Field Instruction" on page 231)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)

POI (see "POI Field Instruction" on page 233)

Employee Id (see "Employee Id Field" on page 225)

Dept Descriptor (see "Dept Descriptor Field Instruction" on page 224)

From PP (see "From PP Field Instruction" on page 226)

To PP (see "To PP Field Instruction" on page 238)

Appointment Parameter (see "Appointment Parameter Field Instruction" on page 223)
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4. Select the Run Report button to run and display the report.

_WEBTA' oy (D)

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV [ Background Execution |

Employees on Appointment Limitations Report

Employees on Appointment Limitations Report

Expiration Balance Pa_y

Name Employee ID POI Type o Period
Fu
DOE. ALICE 0L OCFO - 5317 e 20171211 | 010 Days 201901
DOE. KARL K00 OCFO - 5317 1'N 2017/05/20 | 010 Days 2019-01
DOE. MICHAEL 0K OCFO - 8317 f““ 2017/09/18 | 010 Days 2019-01
DOE. ZOE 0000 OCFO - 8317 f;ﬂ . 2018/07/07 | 010 Days 2019-01
Page 1
Report Parameters
Report Header:

Organization: OCFO

Include Sub Orgs: ¥
POI: 5317
Employee Id:
Dept Descriptor:
From PP: |2019-01; Jan 06, 19-Jan 19,19
To PP: | 2019-01: Jan 06, 19-Jan 19,19 v
Appointment Parameter: Days ¥

[ Run Report | [ Cancel |

Figure 113: Employees on Appointment Limitations Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:
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Step

Description

Select the Cancel button

Returns you to the Reports page.

Select the HR Admin tab

Returns you to the HR Administrator Menu page.

Select Log Out

Logs you out of webTA.

Employees with Corrected Timesheets Report

The Employees with Corrected Timesheet Report lists employees who have corrected

timesheets.

To Run the Employees with Corrected Timesheets Report:

1.

The Reports page is displayed.

“WEBTA

eroivee ()

Select the Reports link from the Reports section on the HR Administrator Menu page.

tings | Help | Log Out

HR: Administrator Main Menu >

Reports

Ham

chedule Repart

saignment Report USDA

New Employees
Numiber of Empécyses with Days of Talework
Roport

Tepric Fape
Saved and Schedubed Repo

o a
Active employees with a separation dale in a prior pay period Overtime Report
Activg Smasheets, unsnt 1 & piy provide

Al Hours, Rapen

Timesheat status counts by limekasper

Bigiractional Leave Changes Repon

Bidirecticnal Naw Hires Rapont

Bidrectionsl Profile Audit Repon

Bigiractional Summary Repor

Fisturess thes smpleyes and timeshaal infoemation for comacted
timeshaats vabidatad by somacna othar than smployes

Drefaul Schedule for users that meet Retain Data Type vakses

ved Rapot
n Location Agency

n Location POI Leve

Employee Assignmant Rrepert
Listing of mpliyed's #nidgancy cortbits

Employees whose RSO/Salary Cap eld is set to May Excesd Salary
Cag’

Employees that have appointmant initations
Employees who have cormected fmesheots.
Emgileyoes with prejected AL balances greator Sun the coling

Listing of all essantisl emplayaas.

FES| Extract axport for recoeds by agency
Employees saparated from the organization

Audit entries for background job actvity and outcome
Laave Ausdi Report

Leave fusd Report for Part Time Employees

Laave Bma axpiring by pary paricd

FLatare the Us4es Bt reaat e critiia of B inacthaly pariad and
LL-1

Audt entrias Tor login succesaes and tdures

Employees who do net Fuve contact information for self andior al lesst |
one emengency contact

Newly bired employees

Lists number of smployess wi 1-14 days of tslewark pes organization
Users assigned to each role per organization

Emgplyyes Dvamida datals

Figure 114: Reports Page

Duseription

Crurtime Report
Laave requests approved and subsequenty denid
Usars assigrsd 1 gach 1ol
Listing of all active srployess - can ba prined out 10 wack
BMployees i an emengency
Tirneshaats which have betn solf canified in 8 pay period
Supenvisors and smployeis dstignad 1o them
SupervisonTanekeepsr and Deltgates
Tebpwork - Summary of How by Pay Period
A lting of telework sgresmants along with sssential smployes and
amangency proparsdnass.
prlg: of total employes, eligible, with telework agreemants group

i

Alisiing of POI Level information
A Bng of danied Whivoerk Bgrdmants
Tolwoek by Employes Report

Tebgwork by Organization Repon

Counts of total smployes. sligibls, telework agresmants, groupad by
Sanes. Grads and P amcipabis

A listing of tekework coordinalors by agency

Cratings total number of smployees in an agency. Bow misy ang
telesork eligitle, and how many are teleworking

A listing of tadework mriles saved

A listing of how many employees have used telkework transactions

Lists total hours of lelework by ransaction code per organizasion
andior smployes

Timekeapars and employees assigned ta them

Audi logs for Smeshest profile changes

Timeshaet status counts by siaaper

Summarization of tmasheet, leave and activity

Empiloyess not assignad ditectly 10 4 Smakeeps of & supinisor

A lting of uncenifad timeshaats

A lisfing of unprocessed timeshaets

A liting of urnvalidated Smashests.

Egnumunm,« wligible. belrwork agresmants eic group by
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2. Select the Employees With Corrected Timesheets Report link. The Employees With
Corrected Timesheets Report Parameters page is displayed.

“WEBTA'_ enviere Xz

HR. Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV/| Background Exacution |

Employees With Corrected Timesheets Report USDA

Report Parameters
Report Header:
From PP: | 2018-23: Nov 11, 18 - Nov 24,18 v
To PP: |2018-24: Nov 25, 18 - Dec 08, 18 v

Organization: 20

Include Sub Orgs:
POI: None Selected

Dept Descriptor:

[ Run Report ] [ Cancel ]

Figure 115: Employees With Corrected Timesheets Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
POI (see "POI Field Instruction" on page 233)

Dept Descriptor (see "Dept Descriptor Field Instruction" on page 224)
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4. Select the Run Report button to run and display the report.

.
"WEBTA' _cnvioee (D

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CS“\.-'[ Background Execution v|

Employees With Corrected Timesheets Report USDA

Employees With Corrected Timesheets Report

Employee id Employee Name Org Dept Descriptor POl Pay Period

CoES DOE.BETTY OCFO 00000000 | SECTIONMNO. 1 OCFO - 5317 2018-25
DOEC1 DOE. CALVIN OCFQ 0000 0000 | SECTION NC. 1 OCFO - 5317 2018-25
DOEM DOE. MARY OCFO 00000000 | SECTIONNGC. 2 OCFO - 5317 2018-25
Page 1
Report Parameters

Report Header:
From PP: | 2018-25: Dec 09, 18 - Dec 22,18 v
ToPP: 2015-25:Dec09,18-Dec22.18 v

Organization: COCFO

Include Sub Orgs:

POI: 5317

Dept Descriptor:

Reset

Figure 116: Employees With Corrected Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description
Select the Cancel button Returns you to the Reports page.
Select the HR Admin tab Returns you to the HR Administrator Menu page.
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Step

Description

Select Log Out

Logs you out of webTA.

Employees with Projected AL Balances Greater than Ceiling Report

The Employees with Projected AL Balances Greater than Ceiling Report provides a list of
employees with an end of year projected annual leave balance greater than the annual leave

ceiling.

To Run the Employees with Projected AL Balances Greater than Ceiling Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

croie (I

Inbox 4] | Settings | Help | Log Ot

WEBTA

egort for Part Tima Empioyees

Dassription
Active employees with a separation date in a price pay pericd

Arthve BMashists, Unent 19 & Py PIovide
Ao Hours. Rapeert

Timashaat statis counts by imakanper
Bicirectional Leave Changes Repon
Bidirectional New Hires Repont
Bigirectional Profile Audit Repon
Bidirectional Summary Report

Risturess the employas and timeshaet information for comacted
timesheats validated by scmaecna othar than smployes

Drefault Schadule for users that mast Rtain Data Type vikses

Employea Assignment Report

Listing of eenployes’s emesgancy conticty
E"Iv_b'rw‘} wiherky RS0/Salary Cap fisld i 56t 1o May Excesd Salary
ap

Empioyees that have appointment instations
Empioyees wha have comectd tmeshests
Emplayoes with projecied AL balances greater fan e coling

Listing of il sssantisl smplayaas
FES| Extract axport for records by agency
Employees saparated from the organization

Audi antries for background job ackvity and oulcoms
Leave Audt Report

Leave Audl Report for Part Time Employees

Liave ma wxgaring by pay panod

FLRtuecs tha Usees hat madt the eriteria of the inactiay parod and
oeganizaton

Audt entried for legin succesies and tluns

Ernployius wha do rot Buve contbel ifoemation b solf sndiod ot ledst |,

o smangency contact
Newly hired smployees

K Lists rmumiber of smployses wi 114 days of telework per organization

Usors assigred b sach role per crganization
Empleyes Ovamise dSatads

My Saved and Schedubed Reports Cancel

Figure 117: Reports Page

Duaseription
Ovarsima Raport

Loave requests approved and subsequenty denid
Usars assigessd 1o aach rola
Listing of all Bctive semgioyess - an ba printed oul 19 vack
amployees in an smergeady
Tirneshaats which have beta solf canified in & pay peviod
o emplayees assigned 1o them
nTimeketper and Delegates
Tebwork - Summary of Hous by Pay Pariod
A listing of telework sgreemants slong with essential employes and
emangency preparsdnass.
Counts of total employes, eligibie, with lelework agreemants group
Ol

A lissing of PO! Lawol information
A Bating of denied liwork agresmants
Tobawark by Eangloyes Report

Tebework by Orgarization Repan

Counts of total employee, eligible. telework agresments, grouped by
Saries. Grage and P articipation

A listing of tedework coordinalors by agency

Ouings tatal numbes of amployees in an agency. Bow mamy are
talevwork eigitle, and how many are lskworking

A listing of tedework miles saved

A isting of haw many smpkryess have used telework transactions

Lists total hours of tslework by ransaction coda pet arganizasion
andior smpk

Timkeapars and employees assigned ta them

Aud logs for imeshet profile changes

Tinashaut S1a1US COUNtS by ek apar

Summarization of mashest. beave and acthity

Emplayees not a3signad dency 10 4 BTakespte of & Supensor
A Bating of unceniad timesheats

A fizting of unprocessed timesheats

A listing of urvalidsted Smaesheets

Counts of total smployes, slgible, telewark agrmants sic group by
PO
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2. Select the Employees with Projected AL Balances Greater than Ceiling Report link. The
Employees with Projected AL Balances Greater than Ceiling Report Parameters page is
displayed.

“WEBTA_copioe ()

HR Administrator Main Menu > Reports >
POF | Excel | HTML | CSV| Background Execution -

Employees with Projected AL Balances Greater than Ceiling Report USDA

Report Parameters
Report Header:

Employee:
Organization: 20

Include Sub Orgs:
Dept Descriptor:

Figure 118: Employees with Projected AL Balances Greater than Ceiling Report Parameters
Page

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Employee (see "Employee Field Instruction" on page 225)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)

Dept Descriptor (see "Dept Descriptor Field Instruction" on page 224)
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4. Select the Run Report button to run and display the report.

~WEBTA" e EIET)
HR Administrator Main Menu > Reports >
. . . PDF | Excel | HTML |-;'::'s';
Employees with Projected AL Balances Greater than Ceiling Report USDA e SO eam

Employees with Projected AL Balances Greater than Ceiling Report

Leave Leave Ending Projected  Projected Ending  Projected
Employee Name Emplayeeid  POI Type Category Celling Balance Earnings Ealance Use or Lose
DOE. ALICE DOEA 5317 Full Time Shours par | 3400 310:00 800 218:00 T6:00
Y perRd
DOE, JOHN BOES 5217 Full Tme OPOUTE A | sy 28200 ang 22800 4200
2y Derod
DOE, WiLLIAM poEw 81T | Ful Teme Shouts Pt | o ng 28300 & 2100 z
pay period
Page 1
Report Parameters
Report Header:

Organization: OCFO
Include Sub Orgs:
Dept Descriptor:

Figure 119: Employees with Projected AL Balances Greater than Ceiling Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.
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Essential Employees

The Essential Employees report provides a list of employees identified as essential on their
employee profile. It also contains emergency contact information for those employees.

To Run the Essential Employees Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

FWEBTA  enploree [T

HR Administrated Mk Menu =

Reports
Desiplion Hama Daseription

octve Employees With Past Separstion Activs smmplogses with o saparstion dals in & prioe pay parisd Cnertime Prepecet Ovarsima Report

ishaats NF Acthve SMashieets Unsen? 10 & iy Proviced Roastored Annual e Anatysis Loave requests approved and subsequenty dend

s Roport USDA Afe Hours Rapen Frolo Assigrmnent Users ansigrned o sach role

Gray: 0 el G Listing of l Bctiver semploy s - can be printed oul fo ack

Stats Timushaat status counts by tmakaapsr Readl Call o 448 i1 4 8t

4l Lewve Changes Report Bidirectionsd Lsave Chunges Repon Timesheats which have been self carified in 8 pay peviod

al New Hires Report Bidirectionsl New Hires Repont Supenvsors and empleyees assignad 1o them

al Profly Audt Repen Bidirectionsl Profile Audnt Report ¥ makeeper and Delegates Repont Supervison Timeketper and Deltgates

al Summary Repon Bidirectional Summary Repan Tiskewark - Sumenaey of Houw by PP Tebwork - Summary of Hour by Pay Pariod
Cormectud Timeshaat Vabdated For Rieturres the employea and timesheet ivdormation for comected Telework Agreeenents. - Essential Employes & A lting of tebework sgreements along with essential employes and
Employes Repont timeshests validated by someons other than smplayes: Emargency Prepacedness POI Level Repont emergency preparedness.
Defsut Schadule Rapan Diefaul Sch [—— Pt Dt Ty ik ('_t:;:\_qu :‘\ﬂmwa Position Location Agency Counts of total employes, sligible. with televork agresmants group

st e Lavel Repent by FOI

Employes Assignmant Report USDA Employon Assignmant Report ;’1:_::" Agroeenets - Postion Location POILVS 3 gegng of POI Leval information.
Errployes Conticts Linting of emnployes's emed gancy comtacts Tubrwark Agresenents Dunied Repan A Esting of denied lliwork agrasrants
mployte Approved e g Empioyens wheng RSOSalary Cap fiskd is set 1o May Excesd Salery ’
Eaerings Limation Regort USDA o whwedk by Emplayon Faport Todwaek: by Enployes Ripan
;’;:;‘,’I’“”‘" Appointmant Limitations Employsas st ave appointessnt Estations Tebwork by Ceganization Report Tebawoek by Organization Repon
E 1 § .
;:::I:s With Correcied Timesheets E eas wha harvs od . bework by Sares-Grade Report Counts g{xﬂmm telework agresmants, grouped by
;Tmﬁ.:.‘.‘aﬁ;’gm-f‘ﬁ:f:lznm Employoes with projected AL balances greatir Sam the coling Talework Coordinaters by Agency Cada Rleport A listing of talework coordinalors by agescy
Essteial Emplayess Listing of s sssantisl employoes Tokework Dbgian Of Farscipation Mwlmmma:“‘ an agancy. haw many dre
FES! Extract for Agency Report FES| Extract axport for records by agency Tebework Miles Saved Report Alisting of telework mies saved
Final Timesheets Employees separated from the arganization Telework Paricipation Repart A liating of haw many employees have used telework transactions
Jab Audi Logs Audit antrias for Background job acsty and oulcome Tabework Utz ations Fiapost Lita s of talework by b i ¥
Loave Audit Leave Audt Raport Timekeeper Assignmants and employ =
; ;:""“"‘m" for Part Time Empioyees | o.q it Raport for Part Tims Employees Timeshest Profle Audt Logs Aud logs or Smesheet profile changes
Lisva Time Expration Repan Laave Bma asgaing by pay pariod Timashaat Status Tireshbat S1ANIS COUNS b bk aaper
Login Actiity Report USDA Roaturees the usars hat et the criteria of B inaceily pariod and Timeshast Summary Summarization of tmashest. leave and acthity
Logn Audit Logs Audt entried for login successes and tilunes Urassignad Empleyees. Empiloyeus rot assigned direclly 10 8 Smakeeps o 8 Supenvisor
MEssing Contacts E'n:‘ohyui m::ﬂ;aﬂhmw inkoernation Ror dall Bndiod SRRSL || e A sting of unceetified imeshasts
New Employees Niewdy bired employees Unprocessed Tmeshests A listing of unprocessed timeshaets
et Empioyoes with Days of Tekework || iy nwmber of smploysas wi 1-14 duys of tslework per organizaion | Uevalidated Timeshaets. Alsting of unvalidsed Smashests
Orgamization Assignment Users assigned b each role per organization USDA Tobework Report Eg"“"‘mm“- ightle. lelvwork agreamants wic grovg by

Crverrica Raport Employes Ovamide datads

Figure 120: Reports Page
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2. Select the Essential Employees link. The Essential Employees Report Parameters page is
displayed.

-
_WEBTA e (IITT)

HR. Administrator Main Menu > Reports >

. PDF | Excel | HTML | CSV
Essential Employees

Report Parameters
Report Header:

Organization: 20

Include Sub Orgs: |#

[ Run Report ] [ Cancel ]

Figure 121: Essential Employees Report Parameters Page
3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 233)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
4. Select the Run Report button to run and display the report.

_WEBTA'_ envioree (I

HR Administrator Main Menu > Reports >

. PDF | Excel | HTML | CSV
Essential Employees

Essential Employees

Employee Name Organization Cell Phone Home Phone = Work Phone Other Phone Email
ALICE DOE 10 5555555555 alice dee @usda.gov
CARL DOE 10 $555555555 carl doe@usda.gov
JOHN DOE 10 5555555555 john.doe@usda.gov
THOMAS DOE 10 5555555555
Page 1

Report Parameters
Report Header:

Organization: 10

Include Sub Orgs:

[ Run Report ] [ Cancel ]

Figure 122: Essential Employees Report
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OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Final Timesheets

The Final Timesheets report lists employees who have separated from the organization.
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To Run the Final Timesheets Report:

The Reports page is displayed.

“WEBTA™ _enpiore

1. Select the Reports link from the Reports section on the HR Administrator Menu page.

attings

Help | Log Out

HR Administrator Mai Marw >

Reports

Duseription
Active employees with a separation dabe in a prior pay peried
Actig SMABhEIts, unsnt 5§ iy provider
A Hours Rapent
Timesheat Status counts by tmakaaper
Bigiractionsd Leave Changes Repan
Bidirectionsl New Hires Repont
Bidirectionsl Profile Audit Report
Bidirectionsl Summany Repor
Risturess th smployas and timeshaal ivformation for comacted
timeshaats validated by somacna athar than employes:

Drefaul Schedule for users that meet Retain Data Type vakes

Defaut Schedule Repart

Employes Assignment Report LESDA Employon Assignmant Repord

Listing of eengloyen's 4 gancy conticts

Empisyues whiss RSO/Salary Cap sl is 361 10 May Excred Salary
Cap'

Erphoyess on Appoind

Report Employous that have appointmant Initaticns

Comscted Timashoots E st who harvs comecind —

Empioyoes with projectid AL balances greater Shan the coling

Listing of il assantisl smpleyais

FES| Extract axport for records by agency

Employees separated from the organization

Audi antries for background job acthty and outcoms

Loave Ausdt Report

Laave At Raport for Part Time Employees

L tima asgiring by piry pariod

::::u tha users Tl el the crileria of the inactivity padod and
Audi sntriss Tor login succhsans and tdures

ane emergency contact
Kawly bired ermployees
Lists mumber of smploysss w/ 1-14 days of islework pes organization

Hew Employens

Numibes of Empioyees with Days of Telewsek
Report

on Assignment Users assigned b sach mls per organization

Emplyyen Ovomide datads

Sxved and Schiedubed Repo

Figure 123: Reports Page

displayed.

.5.W E BTAN Employee m

Employens wha do not huve contect insoemaion Ror salf andior at lesst

Hama

Cwartim Repeon

Tebwork - Sumeniey of Fius
Tabework Agresments.- Est
Emargency Preparsdness Level
Telework Agresments. - Position Location Agency
Cods Lovel Repent

doyes &
epan

Tekework Agresments - Posiion Location POY Laved

Fitpsnt
T

Agres

Tobework by Em

Tusbewark by O

Tubewark by Seres-Grade Fepon

Tolework Coordinators by Agency Code Report

Tokrweork.

——T

Saved Repodt
ricipation Report

Tabework

Tebework

Tubework Usiization Ruport

iefated Timushaats

LFSDA Tedework Repon

HR Administrator Main Menu > Reports =

Final Timesheets

Report Parameters
Report Header:

From PP: |2018-23: Nov 11, 18 - Nov 24, 18 v |
ToPP: [2018-24: Nov 25, 18 - Dec 08, 18 v |
Users:

[ Run Report ] [ Cancel ]

Figure 124: FInal Timesheets Report Parameters Page

3. Complete the following Report Parameters fields:

Duscription

Chartime Report

Laave requests approved and subsequenty denied

Uisers ansigrad 1o #ach ol

Listing of all aciive smployess - can be printed oul to Fack
amployaes in an smarngiecy

Tirneshaats which have betn solf canified in o pay pevied
Supenvisars and smployees dstignad 1o them
SupervisorTmekespsr and Deligates

Tebwrork - Summary of Howr by Pay Pariod

Alisting of 1slework sgresmants slong with sssential smployes and
amargency praparsdnass.

Co;nés of total employes, eligible. with telework agreements group
by FOI

A listing of PO! Level Information

A Buing of disnied Wor agniseants
Tawork by Ermgloyes Repoi
Tebrwirk by Crganization Repon

Counts of total amployes. sligible. telework agresmants, groupsd by
Sanes. Grade and Paicipation

A listing of tebework coordinators by ageny

Cuitinngs todal nurmibied of smplyees in an agency. hew misy ang
Lelework ebgile, and how many are telewerking

Allating of telework ribes saved

A fizting of haw many employees have used telework transactions
Lists total hours. of ledeveork by ransaction code per organization
andior smplayes

Timekeapers and employees assigrad b them

Audt logs for imesheot profile changes

Tienirahnat S1A0us COUNS By ek aaper

Summarization of Smashest. kave and acthity
Ermployses ot assignad deacty 1o & Smakeeps of § supsnitor

A Bsting of unceliSed limehasts

A listing of unprocessed timeshaets

A lting of unvalidsted Smashests.

Eammmsm,u wligible. belwork agreemants sic group by

2. Select the Final Timesheets link. The Final Timesheets Report Parameters page is

Inbox [1] | Settings | Help | Log Out

PDF | Excel | HTML | CSV
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Report Header (see "Report Header Field Instruction" on page 233)
From PP (see "From PP Field Instruction" on page 226)

To PP (see "To PP Field Instruction" on page 238)

Users (see "Users Field Instruction" on page 240)

4. Select the Run Report button to run and display the report.

~WEBTA'_ enpioree ()

HR Administrator Main Menu > Reports =

. PDF | Excel | HTML | CSV
Final Timesheets

Final Timesheets

Pay Period Employee s] Supervisor
2018-22 DOE. ALICE (DOEA) SECTION NO. & DOE. THOMAS DOE. JANE
2018-22 DOE. BETTY (DOEE) SECTION NO._ 4 DOE. THOMAS DOE. JANE
2018-22 DOE. JOHN (DOEJ) SECTION NO. 4 DOE, THOMAS DOE. JANE
2018-22 DOE. WILLIAM (DOEW) SECTION NO. 4 DOE, THOMAS DOE. JANE

Page 1

Report Parameters
Report Header:
From PP: |2018-22: Oct 28, 18- Nov 10,18 ¥
To PP: |2018-25: Dec 09, 18 - Dec 22, 18 ~
Users: | Active v

Figure 125: Final Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.
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Step

Description

Select Log Out

Logs you out of webTA.

Leave Audit

The Leave Audit report provides leave balances and adjustments within a range of pay periods.

To Run the Leave Audit Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

EWEBTA  Engiopee

HRt Admin

Help | Log Out

HR Administratod Main Menu =

Reports

Acthos Employoe:
Dates

Activn Timashaats NFC

| Profiy Awdt Report
onal Summary Repon
Comestid Teneshast Vabdated For
Employes Repon

Defout Schedule Repart

Empoyes Assignment Report USDA

Extract for Agency Repont
eshatts

Jaob Audi Logs
Loave Audlt
Audt Regert for Pat Time Empioyees

Expration Repot

thity Roport LESDA

Login Au
MEssing Contacts

New Employees

Numbes of Empicyoes with Days of Telework
Feport

Organization Assignment

Overrics Raport

Sawed and Schedubed Repo

Dascription
Active smployess with a separation dala in & prior pay paried
Active Bmashiets, Unsent 1o & iy provise

Afier Howrs, Rupent

Timashaat status counts by tnakooper

Bicirectional Leave Changes Repon

Eridirectionsl Naw Hires Repont

Bidirectional Summary Report
Risturess the employas and timeshaet information for comacted
timesheats vabidated by someone other than smplayes

Drefaull Schadule for users that mast Retain Data Type vakses
Employor Assignmant Reper

Listing of eengloyee’s seneegancy cormits
E"Q'Hnl Wit RSOSalery Cap field it set fo May Exceed Salary
aw
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Figure 126: Reports Page
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webTA 4.2 HR Administrator

2. Select the Leave Audit link. The Leave Audit Report Parameters page is displayed.

-
“WEBTA"_ e G

HR Administrator Main Menu > Reports =

. PDF | Excel | HTML | C3V
Leave Audit

Report Parameters
Report Header:
From PP: | 2018-23: Nov 11, 16 - Nov 24, 18 ~
ToPP: | 2018-24: Nov 25, 18 - Dec 08,18 v

Leave Type: |Annual Leave v
Employee: m
[ Run Report ] [ Cancel ]

Figure 127: Leave Audit Report Parameters Page
3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 233)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)
Leave Type (see "Leave Type Field Instruction - Leave Audit" on page 228)

Employee (see "Employee Field Instruction" on page 225)
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4. Select the Run Report button to run and display the report.

_WEBTA'_ cnviovee (IR

HR Administrator Main Menu > Reports >
P

PDF | Excel | HTML | CSV

Leave Audit
Leave Audit
Repert Date 121208
Fay Period Range: 01-2018: Jan O7. 2018-Jan 20. 2018 to 10 - 2018 : May 13. 2018-May 28, 2018
Employee : DOE, JOHN
Leave Type: Annual Leave
Pay Period Manual Adj . Forward [ Accrued . Available . Used . Balance Max Available .
10-2018 0:00 290:20 B00 298:30 0:00 208:30 429:320
op-2018 ] 28230 00 20030 ) 200:30 42030
08 -2018 0:00 274:30 800 282:30 000 282:30 420:30
07 -20M8 0:00 200:30 B00 274:30 000 274:30 420:20
03 -2018 00 288:30 00 27430 500 284:30 420:20
05.-2018 0:00 258:30 800 208:30 0:00 208:30 43430
04 .2018 0:00 250:30 500 258:30 0:00 258:30 43430
03.2018 0:00 250:30 &00 285:30 -£:00 250:30 43430
02 .2018 0:00 248:30 800 254:30 -4:00 250:30 442030
01 -2018 ] 235:30 800 245:30 000 248:30 440:30
Page 1

Report Parameters
Report Header:
From PP: | 2018-01; Jan 07, 18-Jan 20,18 ~
To PP: | 2018-10: May 13, 18 - May 26,18
Leave Type: | Annual Leave v

Employee: |DOE, JOHN - DOEJ =

Figure 128: Leave Audit Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.
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Step Description

Select the HR Admin tab

Returns you to the HR Administrator Menu page.

Select Log Out

Logs you out of webTA.

Leave Audit Report for Part Time Employees

The Leave Audit Report for Part Time Employees displays leave balances and adjustments for a
specified type of leave within a designated range of pay periods for part-time employees.

To Run the Leave Audit for Part Time Employees:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.

The Reports page is displayed.

FWEBTA™ _ cnsiors

Inibox [4] | Settings | Help | Lag Out

HR: Administrator Main Menu >

Reports

Dassription
Active employees with a separation dale in a prior pay period
Activg Smasheets, unsnt 1 & piy provide

Al Hours, Rapen

Timesheat status counts by limekasper

Bigiractional Leave Changes Repon

Bidiractional Maw Hires Repon

Bidrectionsl Profile Audit Repon

Bigiractional Summary Repor

Risturess th smployad and timeshaat information for comacted
timeshaats valbdated by somacnae othar than employes

Drefaul Schedule for users that meet Retain Data Type vakses

Defaut Schedule Repart
gnment Report LISDA Employoe Assignmant Repori
Listing of mpliyed's #nidgancy cortbits

Employees that have appointmant initations
Employees who have cormected fmesheots.
Emgileyoes with prejected AL balances greator Sun the coling

Listing of all essantisl emplayaas.

FES| Extract axport for recoeds by agency
Employees saparated from the crganization

Audi antries for background job scivity and oulcoms
Laave Ausdi Report
Leave Ausdt Report for Part Time Employees

Laave Bma axpiring by pary paricd

FLatare the Us4es Bt reaat e critiia of B inacthaly pariad and
LL-1

Audt entrias Tor login succesaes and tdures

e emergency contact
Newly bired employees
Lists number of smployess wi 1-14 days of tslewark pes organization

New Employees

Users assigned to each role per organization
b Rupont Emplyes Dvamide datads

Figure 129: Reports Page
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A lting of telework sgresmants along with sssential smployes and
amangency proparsdnass.
prlg: of total employes, eligible, with telework agreemants group

i

Alisiing of POI Level information
A Bng of danied Whivoerk Bgrdmants
Tolwoek by Employes Report

Tebgwork by Organization Repon

Counts of total smployes. sligibls, telework agresmants, groupad by
Sanes. Grads and P amcipabis

A listing of tekework coordinalors by agency

Cratings total number of smployees in an agency. Bow misy ang
telesork eligitle, and how many are teleworking

A listing of tadework mriles saved

A listing of how many employees have used telkework transactions

Lists total hours of lelework by ransaction code per organizasion
andior smployes

Timekeapars and employees assigned ta them

Audi logs for Smeshest profile changes

Timeshaet status counts by siaaper

Summarization of tmasheet, leave and activity

Empiloyess not assignad ditectly 10 4 Smakeeps of & supinisor

A lting of uncenifad timeshaats

A lisfing of unprocessed timeshaets

A liting of urnvalidated Smashests.

Egnumunm,« wligible. belrwork agresmants eic group by
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webTA 4.2 HR Administrator

2. Select the Leave Audit Report for Part Time Employees link. The Leave Audit Report for
Part Time Employees Report Parameters page is displayed.

_WEBTA_ enviore- I

HR. Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV | Background Execution ~|

Leave Audit Report for Part Time Employees USDA

Report Parameters
Report Header:

Employee: m

From PP: | 2018-23: Nov 11,18 -Nov 24, 18
To PP: | 2018-24: Nov 25, 16 -Dec 08,18 v

[ Run Report ] [ Cancel ]

Figure 130: Leave Audit Report for Part Time Employees Report Parameters Page
3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 233)

Employee (see "Employee Field Instruction" on page 225)

From PP (see "From PP Field Instruction" on page 226)

To PP (see "To PP Field Instruction" on page 238)
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4. Select the Run Report button to run and display the report.

_WEBTA _ envioree (I

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CS‘u’l Background Execution vl

Leave Audit Report for Part Time Employees USDA

USDA Leave Audit Report for Part Time Employees

Pay Period Hours Worked el Paacrs "';:"':w" (';’v:" Sick Leave Sick L:)x Carry
201801 7700 Forward 240:00 Forward 4:00 Forward 412:45 Forward 14:30
Accrued 8:00 Accrued 0:00 Accrued 4:00 Agcrued 0:00
Used 0:00 Vsed 000 Vsed 000 Vsed 000
Ending 248:00 Ending 4:00 Ending 418:45 Ending 14:30
2018-02 8800 Forward 248:00 Forward 4:00 Forward 418:45 Forward 14:30
Accrued 8:00 Accrued 0:00 Accroed 400 Accrued 0:00
Used 0:00 Used 0:00 Used 2:00 Used 0:00
Ending 256:00 Ending 0:00 Ending 411:45 Ending 0:00
Totals - Agcrued 18:00 - Agcrued 8:00
Used 0:00 - Used 2:00
Page 1
Report Parameters
Report Header:
Employee: |DOE, BRENDA - DOEB | Search |

From PP: |2018-01: Jan 07, 18- Jan 20,18 ¥
To PP: |2018-02: Jan21,18-Feb 03,18 v

Reset

Figure 131: Leave Audit Report for Part Time Employees Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:
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Step

Description

Select the Cancel button

Returns you to the Reports page.

Select the HR Admin tab

Returns you to the HR Administrator Menu page.

Select Log Out

Logs you out of webTA.

Leave Time Expiration Report

The Leave Time Expiration report lists employees who have leave time that is due to expire.

To Run the Leave Time Expiration Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

“WEBTA™ _enpioye

ings | Help | Log Out

HR Administrator Main Marus >

Reports

Acthos Employoes With Past Separation

Defaut Schedula Repart

signment Roport USDA

Limitations

cerecied Timeshoets

g F

Sawed and Schedubed Repo

Dascription
Active smployses with a separation dats in a prior pay perod

Activg EMashests, Unsent i & pay provider
A Hours. Ragan

Timeshaat status counts by timakaaper
Bidirectionsl Luave Changes Repon
Biidractional Maw Hires Repan
Bidirectional Profils Audnt Report
Bidirsctional Summary Report

Riturrs the empleyed and timeshaet information for comacted
timesheats vabdated by semecne ather than employes:

Drefauk Schedule for users that meet Retain Data Type vakses
Emgizyon Assignmant Report

Listing of eenployee’s emeegancy conmicty

Ewlwwl wihakd RS0VSalary Cap Bl B 56 10 May Excadd Salasy
Employess that have appointmant imitations.

Employeos wha have comected fmesheets.

Emgleyees with projected AL balances greater fn the coling

Listing of all sssantisl empioyeas

FES Extract axport for racoeds by agency
Employees saparated from the crganization

Audt antries for background job actvty and ouleoma
Luave Ausdt Report

Leave Ausdl Report for Part Time Employees

Laave Ema apiring by pay patiod

Flaturees i Ui $hat maat e critiia of She inacthaty pariod and
oiganizaton

Audit gotries for login suctessas sod ldures

Emplyoas wha o2 rot by comtact information for slf andior at least
ane emaengency contact
Newy hired smployess

Lists number of smployees w/ 1-14 days of lelework per organization
Users assigned ks wach role per organization
Emgisyes Ovamice datals

Figure 132: Reports Page
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webTA 4.2 HR Administrator

2. Select the Leave Time Expiration Report link. The Leave Time Expiration Report
Parameters page is displayed.

~ WEBTA'_ enpioe

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV | Background Execution |

Leave Time Expiration Report

Report Parameters
Report Header:
From PP: |2018-23: Nov 11, 18-Nov 24, 12 *
ToPP: | 2018-24: Nov 25, 18 - Dec 08,18 ~
Organization: 20
Include Sub Orgs: «
Users: | Active v
Include Compensatory Time:
Include Compensatory Time Religious:
Include Compensatory Travel: «
Include Restored Annual Leave: &
Include Time Off Award: v

[ Run Report | [ Cancel |

Figure 133: Leave Time Expiration Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
Users (see "Users Field Instruction" on page 240)

Include Compensatory Time (see "Include Compensatory Time Field Instruction" on
page 227)

Include Compensatory Time Religious (see "Include Compensatory Time Religious
Field Instruction" on page 227)

Include Compensatory Time Travel (see "Include Compensatory Time Travel Field
Instruction" on page 227)

Include Restored Annual Leave (see "Include Restored Annual Leave Field
Instruction" on page 228)

Include Time Off Award (see "Include Time Off Award Field Instruction" on page 228)
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4. Select the Run Report button to run and display the report.

.
“WEBTA _ covione ()

HR Administrator Main Manu > Reports >

PDF | Excel | HTML | CS\."| Background Execution v]

Leave Time Expiration Report

Leave Time Expiration Report

Earned | will Expire/Charge

Employee Name 55N Hours Type Pay Period Hours | Used  PayPeriod Hours
Organization: UNIT NO. 1 Pay Period: 2018-26
DOE, ALICE (DOEA) MOCOO | Compensatary Time 2017-28 200 0:00 2018-26 200
Organization: SECTION NO. 2 Pay Period: 2018-26
DOE, CARL (DOEC) 0O, | Compensatory Time 2017-28 28:30 20:45 2018.28 Ta5
QOrganization: SECTION NO. 1 Pay Period: 2018-26
DO, JOHN (DOSJ XACCOOUO, | Compansatery Time an7-2e 745 7:00 2018-28 45
Organization: SECTION NO. 2 Pay Period: 2018-26
DOE, PATRICIA (DOER) MO0 | Compensatory Time 2017-28 200 0:00 2018-28 200
Organization: SECTION NO. 1 Pay Period: 2018-26
DOE, ZOE (DOEZ) OO0 | Compansatary Time 2017-28 430 0:00 2018-28 430

Page 1
Report Parameters

Report Header:
From PP:  2018-26: Dec 23, 18- Jan 05,19 ~
ToPP: 2018-26:Dec 23, 18-Jan05, 19

Organization: OCFO
Include Sub Orgs: »
Users: Active v
Include Compensatory Time: «
Include Compensatory Time Religious:
Include Compensatory Travel:
Include Restored Annual Leave:
Include Time Off Award:

“ VA A

Figure 134: Leave Time Expiration Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.
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At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Missing Contacts

The Missing Contacts report provides a list of employees who have not provided personal
contact information and/or at least one emergency contact.

To Run the Missing Contacts Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.

The Reports menu page is displayed.

Inboa [4] | Settings | Help | Log Out

———y—p

My Saved and Schedubed Reports Cancel

FWEBTA  enpioree (EE

* Laave Aut Ruport for Part Time Employess

K Lists rumibes of employees wi 114 days of telework per organization

Dlescription
Active employses with a separation dats in a prior pay pered

Artivg Bmathaits, URSEE B B By prevised
Al Hiurs. Rapen

Timshaat status. counts by timakaoper
Bidracional Loave Chisges Repsn
Bidiractional New Hires Repan
Bidirectional Profile Audit Report
Bidrectionsl Summary Report

Flsturess. the emplogee and timesheet infoemation for comecsed
timesheets vabdated by somecne ther than employee:

Drefauk Schedule for users that meet Retain Data Type vakses

Emplyee Assignmant Report
Listing of employee’s smegancy Comacts

Emv_b-rses whione RSO/Salary Cap feld i w6t 10 May Excesd Salary
ap

Employ s 1t have appoiniment initations
Employaes who have comacted mesheots
Emgloyees with projected AL balances greater Sn the coling

Listing of a8 sssentisl empscyeas
FES| Extract axport for records by agency
Employees saparated from the organization

Audit entries for background job actity and oulcome

Luave Aust Ruport

Laave Bma axgiring by pay pariod
Ratirres thip Us4es s reapgt thap critieria of The inactiy pariod and
rganizMon

Audit antrias for login suctusas nd tidures

Employsas who do not have contact inormation far self andior at least
one smergency contact

Nowly bired amplayees

Users assigned i sach mls per organization
Emglkyes Crvamice catals

Figure 135: Reports Page
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SupervisonTimakesoer and Dalgates
Tebewerk - Summary of Hour by Py Parisd
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emergency preparsdnass.
Counts of total employes. ligible. with lelework agreements group

Alisting of POI Lavel information
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Telawork by Emgloyes Report

Tebwork by Organization Repon

Counts of total smployes, aligibke, telewark agresments, grouped by
Series, Grady and Participation

A isting of tslework coordinalors by ageecy

Orines total number of amployees in an agency. Bow mimy are
telework eligible, and how many are teleworking

A lsting of tedework miles saved

A liating of haw many employess have used telework iransactions
Lists 10tal hours of telework by ransaction code per organization
andior smplayes

Timekeapers. and smployees assigned ta them

Audt logs for imesheet profile changes

Timashadt status counts by tnsskaaper

Summarization of imashost kaave and acthity

Employees not assignad dencsly 1o & Bmakepis of & supenisor
A lting of uncenied timeshaats

A listing of unprocessed timesheats

A listing of urvaidated Smasheets

Counts of 1otal employes. sligible. telowork agresmants eic group by
P
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2. Select the Missing Contacts link. The Missing Contacts Report Parameters page is
displayed.

-
~WEBTA'_ envior (0T

HR Administrator Main Menu = Reports =

L PDF | Excel | HTML | CSV
Missing Contacts

Report Parameters
Report Header:

Organization: 20

Include Sub Orgs: ¢

[ Run Report ] [ Cancel ]

Figure 136: MIssing Contacts Report Parameters Page
3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 233)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)

4. Select the Run Report button to run and display the report.

-
_WEBTA'_ envior (I

HR Administrator Main Menu = Reports =

L PDF | Excel | HTML | CSV
Missing Contacts

Missing Contacts

Employee Name QOrganization
DOE, ALICE 20
DOE, JOHN 20
DOE, MARY 20

Page 1
Report Parameters

Report Header:

Organization: 20

Include Sub Orgs: |«

Figure 137: Missing Contacts Report
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OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

New Employees

The New Employees report lists newly hired employees for the pay period or range of pay
periods selected.
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To Run the New Employee Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.

The Reports page is displayed.

“WEBTA™ _enpiore

Inbox [4] | Settings

Help | Log Out

HR Administrator Mai Marw >

Reports

Duseription
Active employees with a separation dabe in a prior pay peried
Actig SMABhEIts, unsnt 5§ iy provider
A Hours Rapent
Timesheat Status counts by tmakaaper
Bigiractionsd Leave Changes Repan
Bidirectionsl New Hires Repont
Bidirectionsl Profile Audit Report
Bidirectionsl Summany Repor
Risturess th smployas and timeshaal ivformation for comacted
timeshaats validated by somacna athar than employes:

Drefaul Schedule for users that meet Retain Data Type vakes

B

Defaut Schedule Repart

Emplayss Assignment Roport USOA

Employoe Assigrmant Repert

Listing of eengloyen's 4 gancy conticts

Empisyues whiss RSO/Salary Cap sl is 361 10 May Excred Salary
Cap'

Employous that have appointmant Initaticns
Employees who have comected frmesheets
Employons with projected AL balances greater fan the celing

Listing of il assantisl smpleyais

FES| Extract axport for records by agency

Employees separated from the organization

Audi antries for background job acthty and outcoms

Loave Ausdt Report

Laave At Raport for Part Time Employees

L tima asgiring by piry pariod

::::u tha users Tl el the crileria of the inactivity padod and
Audi sntriss Tor login succhsans and tdures

Employsas wha do not hisve contact infoemation for sl andior at least
one emergency contact

Kawly bired ermployees
Lists mumber of smploysss w/ 1-14 days of islework pes organization

Hew Employens
Numibes of Empioyees with Days of Telewsek
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Emplyyon Dvamide datads

Figure 138: Reports Page
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Supenvisars and smployees dstignad 1o them
SupervisorTmekespsr and Deligates

Tebwrork - Summary of Howr by Pay Pariod

Alisting of 1slework sgresmants slong with sssential smployes and
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2. Select the New Employees link. The New Employees Report Parameters page is displayed.

.E.W E BTA~ Employee m

HR Administrator Main Menu > Reports =

New Employees

Report Parameters
Report Header: | |
From PP: | 2018-23: Nov 11, 16 - Nov 24, 18 v |
To PP: [2018-24: Nov 25, 18 - Dec 08, 18 v |

[ Run Report ] [ Cancel ]

Inbox [1] | Settings | Help | Log Out

PDF | Excel |[HTML | CSV

Figure 139: New Employees Report Parameters Page
3. Complete the following Report Parameters fields:

Report Header (see "Report Header Field Instruction" on page 233)
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From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)

4. Select the Run Report button to run and display the report.

_WEBTA' _enviore (I

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV
New Employees

New Employees

Pay Period Employee Supervisor Timekeeper Organization SCD
201817 DOE, BETTY (DOEB) |DOEJ DOET SECTION 2 05-Jan-2011
2018-17 DOE, (DONMA (DOED) DOEJ DOET SECTION 2 19-Aug-2018
201817 DOE, MARY (DOEM) |DOEJ DOET SECTION 2 20-Mar-1975

Page 1

Report Parameters
Report Header:
From PP: | 2018-17: Aug 19, 18 - Sep 01,18 ~
ToPP: | 2018-17: Aug 19,18 - Sep 01,18 v

[ Run Report ] [ Cancel]

Figure 140: New Employees Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.
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Organization Assignment
The Organization Assignment report lists users assigned to each role per organization.
To Run the Organization Assignment Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports page is displayed.

FWEBTA™ _ cosiore

HR Administrasor Main Menu =

Reports
Naene Dascription Name Duserigtion
Activa Employoos With Past Soparaia gy sengloyews with a separation dats in a prior pay peried Cverime Repsnl Overime Rapant
Acth ashaats NFC Actig SMAThEIt, unsnt 8§ Pl provider Foastoned Annyal Leavs Anabyss Laave requests approved and subsequenty denisd
Adtar Hours Report USDA, Al Hours Rageort Fok Assigrreet Lisrs ssigrsid 1 dach fola
Stabus Timeshaat status counts by linakasper Listing of all acthve smgloyess - can ba printed oul fo back

amployees in an smangency
Tirneshaats which have betn solf canified in 8 pay period
Supenasors and employees assignad 1 them

al Lesvi Changes Report Bidrectionsl Leave Chinges Repan
al Herw Hires Report Bidirsctionsl Maw Hires Ripont

al Profle Audt Repon Bidirectional Profile Audit Report and Delegates Rapon SupervisonTumukesper and Delegates
al Summary Repon Bidirectional Summany Report hewark - Sumenasy of Hou by PP Tebpwork - Summary of How by Pay Period

ectid Trneshast Vakdated For Fturens ths empleyea and timeshaat ieemation for comected Tulwwaork Agresnents - Exsential Employes & Ahtnqu(lﬂmﬂtwmmbmﬁnmmﬂawn and
Employes Repor timesheats validated by scmacna othar S smployes. Emargancy Preparadness PO! Level Repent amangncy preparedn:
Defout Scheduie Repart Disfaul Schedube for users that mest Fistain Data Type vakoes. ek Agpoeenents - Bostion Locaton Agency ﬁ;“,’g"““"“ """T" sligitda, with telawrark agrasments group
Emgloyes Assignment Roport USDWA Employee Assignmant Rrepert ;’:‘;:f"*’i'""""”"ﬂ“'”"'“"’““ FOILav 5 fating of PO Lewed Information
Ersplayes Compcty Listing of smployes’s smeegancy compsts Tubrwark Agraseneens Dunied Ruport A Esting of donied telawork agresmants
_:‘:‘f::“":;"l“'“m -\e_aoIUSD:” Em‘*'f. ees whade RSOSalary Cap eld is set to May Exceed SO | 1y eei: by Empicyns Roport Tebawork by Emgloyes Report
R:::-’l,“”" Appointmant Limtations Evnploy s that Rava appointrgnt initaicas Tbewsek by Ceganization Repart Telewoek by Orgarization Repor
5:::?"“’ Wah Cormsctad Timashests Employees wha have cormected meshets. Tobewark by Sores-Grade Report wgr::raupu;;pm. b = ety
‘,:mr‘ml‘l":l':”;"{"';v Employoos with prejected AL balances greater San B coling Tulewark Coordinates by Agency Code Rleport Alisting of lekwork cocrdinalors by sgeecy
s p i Tolgwork Dage Parscicats Crstings tstal number of smpkoyaes in an agency. Baw misy are
Esseeiial Employess Listing of a8l sssantisl smployens slawerk Dagroa Of Pacscipation Dt e of apkereas
FESI Extract for Agency Report FES| Extract axport for recerds by agency Tolework Mies Saved Repot A listing of tebework miles saved
Fina! Timashaets Employess saparated from the arganization Telewark Parsicipation Report A fsting of how many smgloyees have used telework transactions
Job Audt Legs Audt antrias Tor background job actvy and outcome Tolework Unlization Reepont Lists ot hours of telework by ransdction coda pes organzason
Loave Audi Laave Auxdt Roport Timaketpar dasignmants d emplay .
I'J“;:""""*‘W‘ for Part Tima Empioyees. | o1vq fuxin Report for Part Time Employees Timeshest Profbe Aucit Logs Audi logs for Smeshet profile changes
Leaa Time Expration Repan Laave tma axpiring by pay pariod Timashest Status Timashaat status counts by tmkaaper
Legin Activity Report ESDA Plabues tha usses thal mpal the criacls of the inacthaly padod and Timashsst Summary Summarization of Smashest, lave and acthity
Login Audi Logs A 44 01 login succassas Ueastignad Employses Evnployees nat assignad Geacty 1o & Smakeept of & Supervisor
MEssing Con Emgiloees who do not huve contact information for self andiod atleast (| e
Missing Contacts e ey Unzamified Tang sheet A Eszing of uncenifad timesheats
Hew Exvylopees Hewly hired smployees Usprocessed Timesivests A iy of irprocwsed teoashaets
e of Emplzyoes ith Days of Teewsek | iy mumbas of amployeas wi 114 days of tework per organization  Unvaldated Timashasts Alisting of unvalidsted Smashests
st Al ot Counts of 1otal amployae, aligible. telawork agreemants eic group by
Organization Assignment Users assigned ko sach role per organization LPSDA, Telework Repon PO
Grverrida Raport Enmployon Ovamide datads

Figure 141: Reports Page
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2. Select the Organization Assignment link. The Organization Assignment Report Parameters
page is displayed.

-
_WEBTA o (I

HR Administrator Main Menu = Reports >

PDF | Excel | HTML | CSV| Background Execution v|

Organization Assignment

Report Parameters
Report Header:

Employes
Timekesper
Supervisor
Select Roles: |Master Timekeeper
Master Suparvisor
HR Administrator
Administrator
Project Manager -

Organization: 20
Include Sub Orgs: ¢
Users: | Active v

[ Run Report ] [ Cancel ]

Figure 142: Organization Assignment Report Parameters Page

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Select Roles (see "Select Roles Field Instruction" on page 234)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)

Users (see "Users Field Instruction" on page 240)
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4. Select the Run Report button to run and display the report.

~“WEBTA' _enpiree ()

HR Administrator Main Menu > Reports =

PDF | Excel | HTML | CSV | Background Execution |

Organization Assignment

10 Role Assignments

Org Role Employee Name Userld
10 HR Administrator
10 HR Admenistrator

10 HR Administrator

Report Parameters
Report Header:

Employee
Timekeeper
Supervisor
Select Roles: Master Timekeeper
Master Supervisor
HR Administrator
Administrator
Project Manager v

Organization: 10

Include Sub Orgs: &
Users: Active v

[ Run Report | [ Cancel |

Figure 143: Organization Assignment Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.
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Step Description

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Override Report

The Employee Override report lists employees who meet the selected criteria for the filters
listed. If you leave a field blank, the search is conducted on all criteria that your role has access
to.

To Run the Override Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.

The Reports menu is displayed.

FWEBTA™  copiore

Help | Log Out

HR Adminisirator Main Menu >

Reports

Mo Dhoscription
Active Employees With Past Separation 4 .
Dates Active employees with a separation date in a prior pay pered
Artivh Bmashiets, Unsent 1o & By previse
Al Hours, Rapent
Timeshaat status counts by timakaeper

Bidrectional Luive Changis Rapod

Bidirectional New Hires Rapart

Bidirectional Profike Audit Repart

Biidractionsl Surnmary Répor

Flitures the smipkyse and tiseshaeet ioemason for comecied
timesheats validated by somecne other than employes.

Delaut Schedule Repart Defauk Schedule for users that meet Retain Data Type vakses.

Emplayes Assignment Repart USDA Empheyee Assignmant Repert

Listing of employee’s smegancy Comacts

Cap’

Enpiosies that have appaintmant instations

Employeas wha have comecied fmeshaats.

Emplyyoos with projected AL balances greater Sian e coling

Listing of all sssential smpkyes

FES| Extract axport for records by agency
Employees saparated fnom e organization

Audit entries for background job actity and oulcome
Leave Ausdt Roport

Leave fusct Report for Part Time Employees

Laave time axpiring by pary pariod

organ
Aud gntries for login suctesais snd lidures

Miegsing

one smergency contact
Hew Employees Nowly bired amplayees
Number of Employses with Days of Telework
Ruport
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O
Overrida Ry

Figure 144: Reports Page
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Tudweek by Esngloyes Report

Tebwork by Organization Repon
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g total number of smployees in an agency. Bow misy are
telework eligible, and how many are teleworking

A Bsting of ebework mbes saved
A Bsting of how many emplyess have used telework transactions

Lists total hours of telework by transaction code per srganization
andior smglayes

Timeksapers and employees assignad to them

HAud logs for rmesheet profile changes

Timeshaat status counts By tnskpaper
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POy
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2. Select the Override Report link. The Override Report Parameters page is displayed.

“WEBTA' _ envior-- ()

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CS\.-'| Background Execution vl

Override Report

Report Parameters
Report Header:

Employe:
Organization: 20

Include Sub Orgs: «#
Pay Period: 2018-24: Nov 25, 18 - Dec 08, 18 v

POI: MNone Selected
Dept Descriptor:
Override EmpowHR Supervisor Assignment:
Negative Advanced Leave Balance Override:
Negative Sick Leave Balance:

4 “ 4 4

Negative Religious Comp Time Balance:

Users: Active v

[ RunReport | [ Cancel |

Figure 145: Override Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Employee (see "Employee Field Instruction" on page 225)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
Pay Period (see "Pay Period Field Instruction" on page 232)
POI (see "POI Field Instruction" on page 233)
Dept Descriptor (see "Dept Descriptor Field Instruction" on page 224)

Override EmpowHR Supervisor Assignment (see "Override EmpowHR Supervisor
Assignment Field Instruction" on page 232)

Negative Advanced Leave Balance Override (see "Negative Advanced Leave Balance
Override Field Instruction" on page 230)

Negative Sick Leave Balance (see "Negative Sick Leave Balance Field Instruction" on
page 230)
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Negative Religious Comp Time Balance (see "Negative Religious Comp Time Balance
Field Instruction" on page 230)

Users (see "Users Field Instruction" on page 240)

4. Select the Run Report button to run and display the report.

“WEBTA'  cnpioree ()

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CS\-’l Background Execution v|

Override Report

Override Report

Name . Employeeld | POl | Org  DeptDescriptor | b ASS8% | pnnual Override | Sick Overrige . e
DOE. DONALD - DOED: MK, 57 20 HR DEPT Yas
DOE. MARY - DOEM MO, 57 20 SECURITY Yes
DOE. Z0E - DOEZ W00, 517 20 COMPUTER DEPT | Yes
Page 1

Report Parameters
Report Header:

Employee: m
Organization: OCFO

Include Sub Orgs: «
Pay Period: | 2019-01: Jan 06, 19-Jan 19,19

POI: 5317
Dept Descriptor:
Override EmpowHR Supervisor Assignment:  Yes v
Negative Advanced Leave Balance Override: No v
Negative Sick Leave Balance: MNo ¥
Negative Religious Comp Time Balance: Mo ~

Users:  Active v

[RunReport | [ Cancel ]

Figure 146: Override Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).
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Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step

Description

Select the Cancel button

Returns you to the Reports page.

Select the HR Admin tab

Returns you to the HR Administrator Menu page.

Select Log Out

Logs you out of webTA.

Overtime Report

The Overtime Report lists, by employee, the number of overtime hours worked in the pay
period(s) selected.

To Run the Overtime Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu page is displayed.

FWEBTA”  ensioree [T

HIR Administra

Inboa [4] | Settings | Help | Log Out

Reports

Dascription
Active employess with & separation date in a prior pay perisd

Active BMashets, UNSEn 10 A Bl provider
A Haurs Rapeset

Duaseription
Crurtime Report

Loave requests approved and subsequenty denid

Ui aasigrssd b dach roly

Listing of all active srployess - can ba prined out 10 wack

employess in an emengency

Timneshests which have bete solf canified in 8 pay peviod

Supenvisors and smployees assigned 1o them

SuperisonTimakesper and Delegates

Tebwork - Summary of Hows by Pay Period

A listing of telework sgresmants slong with sssential employes and

amargEncy proparsdnass.

prlg: of total smploryes, sligible. with elework agreemants group
]

Timesheat status counts by limekaaper

Bidirectional Leave Changes Repon

Bidiractional Maw Hires Repon

Bidiracticnsl Profils Audit Repont

Bidirectional Summary Repor

Fisturess thes smpleyes and timeshaal infoemation for comacted
timeshaats vabidatad by somacna othar than smployes

Dfault Schedule Sor users that meet Retain Data Type vakses

Employen Assigrment Repart

Listing of eengloy bi's #midgancy Comatth
Emgloyees whese RSOSalary Cap Field is sel to May Excesd Salary
Cap’

Alisiing of POI Level information
A Bng of danied Whivoerk Bgrdmants
Telawork by Erngloyee Repon

Employees that have appointrant Initaticns Telwark by Organization Repon

Counts of fotal employes. eligible. telework agresmants, grouped by

Employess who have cormected meshests Suries. Grass and Paticipatie

Empioyoes with projected AL balances greater fhan the coling A listing of tekework coordinalors by agency

Oulings tatal numbee of ampleyaes in an agency. Bow masy are
tulework egitle, and how many are telewerking

Allsting of telework rides saved

A listing of how many employees have used telework transactions

Lists total hours of telework by ransaction code per organizaton
andior smployes

Timeksapars and employees assigned ta them
Aud logs for imeshee! profile changes

Listing of all essantisl smpleyaes

FES| Extract axport for records by agency

Employees saparated from the ceganization

Audit entries for background job actvity and outcome

Laave Ausdi Report

* Leave Audt Report for Part Time Employees

Laave tima axpiring by piry pariod

Flaturecs tha usees $hat maat the erileria of the inactiviy parod and
poganization

Audi antries for login successes snd tdures

Employees who do net Fuve contact information for self andior al lesst |
one emergency contact .

Newly hired employees

Tienirahaat $1tus Counts by Bekaaper

Summarization of imashest. beave and acthity

Ermployees mot assignad denctly 1o & Bmakeepd of 8 supenisor
A Bsting of uncedifed timeshaats

Alisting of unprocassed timeshaats

K Lists rumiber of smployees wi 114 days of tslework per organization A liting of urnvalidated Smashests.

Users assigned b sach role per organization
Emgloyes Ovamide datals

Saved and Scheduled Reports

Counts of total employes. sligible, telewark agrmants sic group by
PO

Figure 147: Reports Page
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2. Select the Overtime Report link. The Overtime Report Parameters page is displayed.

“WEBTA' ey (I0ZY
lain Me >

HR Administrator M enu > Reports =

PDF | Excel | HTML \,-| Background Execution v|

Overtime Report

Report Parameters
Report Header:
From PP:  2019-04; Feb 17, 19 - Mar 02, 19 ~
ToPP:  2019-04: Feb 17, 19-Mar 02, 19 »
Exclude Delegate:

Employee: m
Supervisor:
Timekeeper's Organization: OCFO
Users:  Active ~
[ RunReport | [ Cancel |

Figure 148: Overtime Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)
Exclude Delegate (see "Exclude Delegate Field Instruction" on page 226)
Employee (see "Employee Field Instruction" on page 225)
Supervisor (see "Supervisor Field Instruction (Required)" on page 237)

Timekeeper's Organization (see "Timekeeper's Organization Field Instruction" on page
238)

Users (see "Users Field Instruction" on page 240)
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4. Select the Run Report button to run and display the report.

_WEBTA' ey (20

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CS\.’[ Background Execution vl

Overtime Report

USDA Overtime Report

Employee Name Pay Period Total Owertime (hours) Organization
DOE, CONMIE 201804 18:00 UNIT 2 - RETIREMENT PROC
DOE. CYNTHIA 201904 40:00 UNIT 1 -RETIREMENT PROC
Grand Total 5:00
Page 1

Report Parameters
Report Header:
From PP: |2019-04: Feb 17, 19 - Mar 02, 19 ~
To PP: |2019-04: Feb 17, 19 - Mar 02, 19 v
Exclude Delegate:

Supervisor: m
Timekeeper's Organization: OCFO
Users: | Active v

Figure 149: Overtime Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified
file type. A dialog box displays options to open or save the output file.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.
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Step

Description

Select the HR Admin tab

Returns you to the HR Administrator Menu page.

Select Log Out

Logs you out of webTA.

Restored Annual Leave Analysis

The Restored Annual Leave Analysis report lists leave requests that were approved and

subsequently denied.

To Run the Restored Annual Leave Analysis Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu is displayed.

FWEBTA

eroivee ()

Help | Log Out

HR Administrator Main Meny >

Reports

Ham

h Past Soparation

Acthos Employees ¥
Dates

Ermg:

dayees on Appo
Report

New Employees

Numiber of Empécyses with Days of Talework
Roport

Organcaton Assignment

Overrida Rapont

Dassription
Active employees with a separation dale in a prior pay period

Actig SMAThEIt, unsnt 8§ Pl provider

A Haurs Rapeset

Timushat Status counts by makaoper

Bigiractional Leave Changes Repon

Bidirectional New Hires Rapont

Bidirectional Profie Audit Report

Bigiractional Summary Repor

Risturess th smployad and timeshaat information for comacted
timeshaats valbdated by somacnae othar than employes

Drefaul Schedule for users that meet Retain Data Type vakses
Emgployon Assignmant Report

Listing of asvgdoybi's Smiegancy Combits

Ezb»;wn whona RSOSalary Cap feld is sel 10 May Excesd Salary
Employees that have appointmant initations

Employees who have comecied timesheets

Emgileyoes with prejected AL balances greator Sun the coling

Listing of all essantisl emplayaas.

FES| Extract axport for recoeds by agency

Employeas saparated from the organization

Audi antries for background job scivity and oulcoms

Loave Ausdi Report

Leave fusd Report for Part Time Employees

Laave tima axpiring by piry pariod

PRSP i U Wit rbt et it of th inactiy paniod and
oigaRzIon

Aud antriss for login success snd tadures

Employeas wha do not hve contact infoemation for slf andior at least
one emengency contact

Newly hired employees

Lists numbser of smployess w/ 1-14 days of tslewsrk pes organization
Users assigned to each role per organization

Emplyyes Ovamide datads

Chvarime Fegort

Telewerk Agresmnects - Ex
Emargenzy Prapas odne
Tolework Agroements - Posiion Location Agency
Code Lavel Repon

Tokwork Agresenents - Potion Location PO Lave
Fegsrl

Talswadk Agraseneats Danid Ripor

Talework by Empicyea Raport

Tobewark by Oeganization Repon
Talewark by Sedes-Grade Repon

Tolework Comdinators by Agency Code Report

ipation Report
Tobewark Unilization Reepont
Timekesper Assignmants

hest Profle Audit Logs

rocessed Timeshests

idated Timashaats

LISDA, Telework Repon

Duseription

Crurtime Report
Laave requests approved and subsequenty denid
Usars assigrsd 1 gach 1ol

Listing of all active smgioyess - can be printed oul %o Yack
smployaes i an smangendy

Tirneshaats which have betn solf canified in 8 pay period
Supenvisors and smployeis dstignad 1o them
SuperisonTimakesper and Delegates

Tebpwork - Summary of How by Pay Period

A listing of Islework sgresmants slong with sssential smplcyes and
smarngency preparsdnass.

Counts of total employes, sligible. with telework agresmants group

Alisiing of POI Level information
ARating of danied Wik Bgrmant
Todwerk by Eergloyes Repon
Tebgwork by Organization Repon

Counts of total smployes. sligibls, telework agresmants, groupad by
Sanes. Grads and P amcipabis

A listing of tekework coordinalors by agency
8 atal numbee of smpkyaes in an agency. Few many ae
Iebework ebgible, and how many are Telewerking
Allating of telework mibes saved
A listing of how many employees have used telkework transactions

Lists total hours of lelework by ransaction code per organizasion
andior smployes

Timekeapars and employees assigned ta them

Audi logs for Smeshest profile changes

Timeshaet status counts by siaaper

Summarization of tmasheet, leave and activity

Empioyees mot assigned dencly 10 8 Smakespte of & supenisor

A listing of unceriified imeshasts

A lisfing of unprocessed timeshests

A liting of urvalidated Smashests.

Egmmmum,u aligible. telerwork agresments elc group by

Figure 150: Reports Page
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2. Select the Restored Annual Leave Analysis link. The Restored Annual Leave Analysis
Report Parameters page is displayed.

~WEBTA"_envior- (1)

HR. Administrator Main Menu > Reports >

PDF | Excal | HTML | CS‘J| Background Execution v|

Restored Annual Leave Analysis

Report Parameters
Report Header:

Employee: m

Leave Year | 2018 ¥

[ Run Report ] [ Cancel ]

Figure 151: Restored Annual Leave Analysis Report Parameters Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Employee (see "Employee Field Instruction" on page 225)
Leave Year (see "Leave Year Field Instruction" on page 229)

4. Select the Run Report button to run and display the report.

~WEBTA' e (I

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CS‘J| Background Execution v]

Restored Annual Leave Analysis

Restored Annual Leave Analysis

Employes Name Agency Organization Transaction Start Date End Date

DOE. ALICE USDA 10 Annual Leave Jan 02, 2019 Jan 02, 2019

DOE. MARY USDA ) Annusl Leave Jan 23, 2019 Jan 23,2019

DOE, FERRY UsDA T0 Annual Leave Jan 18, 2018 Jan 18, 201@
Page 1

Report Parameters
Report Header:

Employee:
Leave Year 2019 v

[ Run Report | [ Cancel |

Figure 152: Restored Annual Leave Analysis Report
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Lo

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file

type.
OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled

Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step

Description

Select the Cancel button

Returns you to the Reports page.

Select the HR Admin tab

Returns you to the HR Administrator Menu page.

Select Log Out

Logs you out of webTA.

Roll Call

The Roll Call report provides a list of active employees and their organizations. This report is
used in emergency situations as it has columns to check off whether or not an employee is
accounted for, and if the employee is not accounted for, a reason may be included.
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To Run the Roll Call Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.

The Reports menu page is displayed.

“WEBTA™ _enpiore

attings

Help | Log Out

HR Administrator Mai Marw >

Reports

Duseription
Active employees with a separation dabe in a prior pay peried
Actig SMABhEIts, unsnt 5§ iy provider
A Hours Rapent
Timesheat Status counts by tmakaaper
Bigiractionsd Leave Changes Repan
Bidirectionsl New Hires Repont
Bidirectionsl Profile Audit Report
Bidirectionsl Summany Repor
Risturess th smployas and timeshaal ivformation for comacted
timeshaats validated by somacna athar than employes:

Drefaul Schedule for users that meet Retain Data Type vakes

Defaut Schedule Repart
Employes Assignment Report LESDA Employon Assignmant Repord
Listing of eengloyen's 4 gancy conticts

Erphoyess on Appoind

Report Employous that have appointmant Initaticns

Comscted Timashoots E st who harvs comecind —

Empioyoes with projectid AL balances greater Shan the coling

Listing of ol essantisl ampley eas.

FES| Extract axport for records by agency
Employons saparated from e organization

Audit entries for background job actvity and outcame
Leave Ausd Ruport

Laave At Raport for Part Time Employees

L tima asgiring by piry pariod

organi
Autt antries for login succusses nd tadures

ane emergency contact
New Employees Kawly bired ermployees
Numiber of Empécyses with Days of Talework
Roport

on Assigrment Usors assigred b sach robs per organization

Emplyyen Ovomide datads

Figure 153: Reports Page

Empisyues whiss RSO/Salary Cap sl is 361 10 May Excred Salary
Cap'

Ruturees the users hhat maat the crileria of the inactily period and

Employens wha do not huve contect insoemaion Ror salf andior at lesst

Lists mumber of smploysss w/ 1-14 days of islework pes organization

Hama

Cwartim Repeon

Tebwork - Sumeniey of Fius
Tabework Agresments.- Est
Emargency Preparsdness Level
Telework Agresments. - Position Location Agency
Cods Lovel Repent

doyes &
epan

Tekework Agresments - Posiion Location POY Laved

Fitpsnt
T

Agres

Tobework by Em

Tusbewark by O

Tubewark by Seres-Grade Fepon

Tolework Coordinators by Agency Code Report

Tokrweork.

——T

Telewark Saved Repodt
Telework Parficipation Report

Tubework Usiization Ruport

iefated Timushaats

LFSDA Tedework Repon

Duscription

Chartime Report

Laave requests approved and subsequenty denied

Uisers ansigrad 1o #ach ol

Listing of all aciive smployess - can be printed oul to Fack
amployaes in an smarngiecy

Tirneshaats which have betn solf canified in o pay pevied
Supenvisars and smployees dstignad 1o them
SupervisorTmekespsr and Deligates

Tebwrork - Summary of Howr by Pay Pariod

Alisting of 1slework sgresmants slong with sssential smployes and
amargency praparsdnass.

Co;nés of total employes, eligible. with telework agreements group
by FOI

A listing of PO! Level Information

A Buing of disnied Wor agniseants
Tawork by Ermgloyes Repoi
Tebrwirk by Crganization Repon

Counts of total amployes. sligible. telework agresmants, groupsd by
Sanes. Grade and Paicipation

A listing of tebework coordinators by ageny

Cuitinngs todal nurmibied of smplyees in an agency. hew misy ang
Lelework ebgile, and how many are telewerking

Allating of telework ribes saved

A fizting of haw many employees have used telework transactions
Lists total hours. of ledeveork by ransaction code per organization
andior smplayes

Timekeapers and employees assigrad b them

Audt logs for imesheot profile changes

Tienirahnat S1A0us COUNS By ek aaper

Summarization of Smashest. kave and acthity
Ermployses ot assignad deacty 1o & Smakeeps of § supsnitor

A Bsting of unceliSed limehasts

A listing of unprocessed timeshaets

A lting of unvalidsted Smashests.

Eammmsm,u wligible. belwork agreemants sic group by

2. Select the Roll call link. The Roll Call Report Parameters page is displayed.

.E.W E BTA' Employee m

HR Administrator Main Menu > Reports >

Rall Call

Report Parameters
Report Header: |

Organization: 20 [NEEST

Include Sub Orgs: ¥

Users | Active

[ Cancel ]

[ Run Report ]

Figure 154: Roll Call Report Parameters Page

3. Complete the following fields:

Inbox [1] | Settings | Help | Log Out

PDF | Excel | HTML | CSV
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Report Header (see "Report Header Field Instruction" on page 233)
Organization (see "Organization Field Instruction" on page 231)

Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
Users (see "Users Field Instruction" on page 240)

4. Select the Run Report button to run and display the report.

“WEBTA™ _ none ()

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV

Roll Call
Roll Call

_ Employee Name [ Organization | Status | Present | Not Present / Why
DOE, ALICE 20 Active
DOE, BETTY 20 Active
DOE, CARL 20 Active
DOE, DONNA 20 Active
DOE, JANE 20 Active
DOE, JOHN 20 Active
DOE, ZOE 20 Active
DOE JR, JOHN 20 Active

Page 1
Report Parameters

Report Header:

Organization: 20

Include Sub Orgs: «
Users Active v

Figure 155: Roll Call Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description
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Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Self Certification

The Self Certification report lists timesheets which have been self certified in the specified pay
period or range of pay periods.

To Run the Self Certification Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu is displayed.

Inbox [4] | Setiings | Help | Log Out

FWEBTA™ _ casiors

Biry

Zawed and Scheduled Reports

Dascription
Active employess with a separation date in a prior pay period
Active BMashieets, Unsent 10 & Pl provide

Afier Howrs, Rupent

Timosheat status. counts by limakaapar

Bicirectional Leave Changes Repon

Eiidirectional Hew Hires Repon

Bidirsctional Profle Audt Repon

Bidirectional Summary Report

Risturess the employas and timeshaet information for comacted
timesheats validated by somacne other than smplayee.

Drafaul Schadule for users that mast Ratain Data Type vakses

Employen Assignmant Report
Listing of eenployee’s smesgancy commidts

E"'Q'st Wit RSOSalery Cap field it set fo May Exceed Salary
a0

Employees that Rave appointmant sitations
Empleyees who have comected rmesheots
Emplayoes with projecied AL balances greater fan e coling

Listing of all essential smpleyas

FES| Extract axport for records by agency
Employees saparated from the organization

Audit antries for background job activity and oulcome
Leave Audt Report

* Leave Audt Report for Part Time Employees

Laave Bma axpiring by pary pariod

Ratrees this Us4es s et thap critieria of The inacthiy pariod and
organizaton

Audi gntries for login successis snd tidures

Efphoyibas whd 35 fot Rivi coetact iormation far 34lf andior ot least
one smargency contact

Newly hred employees.

% Lints rumibes of employees wi 1-14 days of telework per organization
Users assigned to sach role per organization

Emgioyas Cvamide satals

Figure 156: Reports Page

Dascry
Cvurtime Report

Luave requests approved and subsequenty denied

Users assigresd b gach role

Listing of all active smployess - can be printed ou 1o Wack
amployies in an emengency

Tirneshaats which have beta solf canified in & pay peviod
Supervisors and employess assigned 1o them

Supervisor Timekesper snd Delegates

Tebwork - Summary of Hous by Pay Pariod

A sting of telework agreements along with essential employes and
emangency preparsdnass.

Counts of total employes, sligible, with telework agreements group
by PO

A fisting of POI Level information

A Bating of danied seliwork agresmants

Tabywiark by Errgloyes Rapo

Telwaek by Organization Repce

Counts of total employee, eligible. telework agresments, grouped by
Seres. Grade and Participation

A listing of talework coordinalors by agemcy

Ouings tatal numbes of amployees in an agency. Bow mamy are
telework ebgitla, and how many are lelewarking

A liting of telework miles saved

A Bsting of how many smployees have used telework transactions
Lists 1otal hours of lalework by Iransaction code per organization
andior smployes

Timekeapars and employess assigned to tham

Audt logs for Smeshest profile changes

Tienishaat status counts by Bekaapar

Summarization of imashost. kave and acthity

Employeus met assignad dencty 10 & Bmakeeps of 8 supenisor

A lgting of uncenied timeshaats

A listing of unprocessad timesheats

A listing of urvalidsted Smaesheets

ga.nlmiwsan-plo,u aligible, belowork agreemants sic group by
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2. Select the Self Certification link. The Self Certification Report Parameters page is
displayed.

-
_WEBTA o (I

HR Administrator Main Menu > Reports =

PDF | Excel | HTML | CS\."| Background Execution vl

Self Certification

Report Parameters
Report Header:
From PP: | 2018-24: Nov 25, 16 - Dec 08, 18 ~
ToPP: |2018-24: Nov 25, 16 - Dec 08,18 v

[ Run Report ] [ Cancel ]

Figure 157: Self Certification Report Parametes Page
3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)
4. Select the Run Report button to run and display the report.

_WEBTA_ envire: (0

HR Administrator Main Menu > Reports =

PDF | Excel | HTML | CSUl Background Execution v|

Self Certification

No Records Available

Page 1
Report Parameters

Report Header:
From PP: | 2019-16: Aug 04, 19 - Aug 17,19 v
To PP: | 2019-16: Aug 04, 19 - Aug 17,19 v

[ Run Report ] [ Cancel ]

Figure 158: Self Certification Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.
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OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Supervisor Assignments

The Supervisor Assignments report provides a listing of which employees are assigned to
individual supervisors.
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To Run the Supervisor Assignments Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu page is displayed.

“WEBTA

S 1 i |

Help | Log Owt

HR Adrinbirates Mai Menu >

Reports

Defout Scheduls Repart

Emplayes Assignment Report USDW

Ruport

Megaing

New Empioyees

Humbes of Employses with Days of Telework

Fopot

Dascription
Active eemployees with a separation date in a prior pay peried
Active Smashests, Unsent 1o & Ey provider

Al Howrs, Repen

Timeshaat status counts by timakaaper

Bidrectionsl Leave Changes Repor

Biirectional Mew Hires Repon

Bidrectional Profils Audit Repor

Bidrectionsl Summary Repon

Riturrs the empleyed and timeshaet information for comacted
timesheets valbdated by somecne other than employes:

Defauk Schedule for users that meet Retain Data Type vakses.

Empioyee Assignmant Report

Listing of isngdoyei's semicgancy Commidts

Ew&;wi whosd RSO/Salary Cap fekd i 861 15 May Excasd Salasy
a5

Employias that Riva sppointmant sitations
Emplayees who have comecied imesheats
Emplryees with projected AL balances greatar fan the calling

Listing of all sssantisl empioyeas

FES| Extract axport for records by agency

Employeas saparated o B seganization

Audt antries for background job actvty and ouleoma

Loave fusdt Roport

Leave Ausdl Report for Part Time Employees

Laave Ema apiring by pay patiod

PR Ui U B it o coitinia of the inactiity pariod and
Biganizaton

Audit gotries for login suctessas sod ldures

Employeas wha do rof Farve contact information B slf andior ot lest
one smergency contact

Kiewly hired smployees

Lists number of employees w/ 1-14 days of ielework pes onganization
Usars assigned b ach mls per organization

Emgisyes Ovamice datals

Tolework Agrosments - Postion Location Agency

Cada Laval Ragon

Tokswork Agresenits - Postion Location POI Laves

Rapert
Tl

Agroeenerns Dunied Rugort

Tokwark by Em a Roport

Tubewaek by Degar poit
Tolework by Sedes-Grade Repont

Tolewark Coodinators

Agency Code Report

Telework Parficipation Report
Talewerk Utlizatise Report
Timekesper Assignmants

Timeshest Profle Audt Logs

[

ad T

idated Timeshests

PSDW, Takework Repan

Duscription

Overtime Report

Loave rquests approved and subsequenty denied

Unés assigred 1 4ach ol

Listing of 8l Betive amgloyiss - Lan ba printed ou1 1o adk
Aiplyees i in emangindy

Timeshaats which have been el cenified in 8 pay period
Supendsors and employees assignad 1o them
SupervisonTunakespsr and Diligites

Telwork - Summmary of Hour bry Pay Pariod

# listing of elework sgreements along with essential emplcyes and
smangency proparednass.

Counts of total employes. eligible. with telework agreements group
by FOI

A fisting of PO! Levol information

A Bating of danied Wmork agresment

Tabpwerk by Errgloyes Report

Tebwtek by Organizaticn Repsa

Counts of total employee. ligible. telrwork agreements, grouped by
Saries. Grace and P articipation

A listing of tedework coordinators by agency

Ouines total number of amployass in an agency. Bow miey are
tabeveork eligitle, and how many are tekeworking

Allating of lelework mibes saved

A lsting of haw many empliyees have used belework fransactions
Lists total hours of telework by ransaction code per srganization
andior smployes

Timekeapars. and employees assigned ta them

Audt logs for meshest profile changes

Timeshaat status counts By rgkaapar

Summarization of Smashest. leave and activity

Employens mot sssignad dimcdy 1o & Smakeeps of 8 supendor

A g of unceniad meihasts

Alisting of unprocessad tinesheets

A listing of urvalidaied fmasheets

sgmmmum,u wligible, telvwork agreemants ic group by

Figure 159: Reports Page

2. Select the Supervisor Assignments link. The Supervisor Assignments Report Parameters
page is displayed.

Inbox [

| Settings |

Pl

.E.W E BTA~ Employee m

HR Administrator Main Menu > Reports =

PDF | Excel | HTML | CS\-"| Background Execution v|

Supervisor Assignments

Report Parameters
Report Header: | |

Supervisor: |

Organization: 20

Include Sub Orgs: (¢

Users | Active v

[ Cancel ]

[ Run Report ]

Figure 160: Supervisor Assignments Report Parameters Page
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3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 233)
Supervisor (see "Supervisor Field Instruction" on page 237)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
Users (see "Users Field Instruction" on page 240)

4. Select the Run Report button to run and display the report.

_WEBTA_ enones (D)

HR Administrator Main Menu > Reports >

PDF | Excel | HTML ICSV| Background Execution v|

Supervisor Assignments
Supervisor Assignments
.Sup:rvisoild .Sl.pewiso( . pervisor Org | Empt Id Employee .Enplny!eﬂru
DOE) DOE. JANE SECTION 1 DOEA DOE. ALICE SECTION 1
DOEJ DOE. JANE SECTION 1 DOEB DOE, BETTY SECTION1
DOE) DOE. JANE SECTION 1 DOEC DOE. CARL SECTION 1
DOE) DOE, JANE SECTIOM 1 DOED DOE. DOMALD SECTION 1
DOEJ DOE. JANE SECTION 1 DOEJ1 DOE, JOHN SECTION 1
DOEJ DOE. JANE SECTION 1 DOES DOE. STEVE SECTION1
DOEJ DOE. JANE SECTIOM 1 DOEV DOE, VINCENT SECTION 1
DOE) DOE. JANE SECTIOMN 1 DoJz DOE JR, JOHN SECTION1

Page 1
Report Parameters

Report Header:

Supervisor:
Organization: 20

Include Sub Orgs: |«
Users | Active v

[ Run Report | [ Cancel |

Figure 161: Supervisor Assignments Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

194



Publication Category: T&A Processing w
U

webTA 4.2 HR Administrator

OR

Select the Background Execution drop-down list and select an option. A message confirms

that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Supervisor/Timekeeper and Delegates Report

The Supervisor/Timekeeper and Delegates Report report provides a list of delegated roles and
employees assigned as delegates.
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To Run the Supervisor/Timekeeper and Delegates Report:

1. Select the Reports link from the Reports section on the Master HR Administrator Menu
page. The Reports menu page is displayed.

FWEBTA™  caioes

HR Administrasor Main Menu =

Reports
My Dasiriglion

e Employoes Wih Past Separalion 4 cgq sengloyees with a separation date in a peicr pay pedod
Agtien Timashaats NFC Actie Emashints, Unsent B9 § gy provide
Afar Hours Report USDA Adtier Hiours Rapan
Agaosy Statss Timeshaat status counts by timakasper
Bidincsional Leave Changes Report Bigiractionsd Leave Changes Repan

i New Hi 1 idirectionsl New Hires Rapon
Bidiwcional Profle Audt Repont Bidirectionad Profile Audit Repon
Bidecional Summary Repont Bidirectional Report

Coumected Timeshaat Vabdated For
Employes Repon

Defaut Schedule Repart

Emgloyes Assignment Report USDA

Erpliyes Conticty

Ermplayeds Approved 1o Excesd the
Eaerings Liritation Repont USDA
Emphayees on Appointmant Limitations.
Report

Employess With Comucted Timeshoots
Repout US0A

Emphoyeds with Projectod AL Balances
Grester than Celing Repont USDA
Essertal Enmployess.

FES| Extract for Agency Repart

Final Timeshaets

Job Pudi Logs

Loawe Audit

Learre Audt Feport for Part Tima Empioyees
usoa

Leava Time Expiration Repert
Login Actiity Report USDA
Login Audit Logs

Missing Contacts

Hew Employees

Numiber of Empécyses with Days of Talework

Report
Onganization Assigrment
Drepevida Raport

Summany
Risturess th smployas and timeshaal ivformation for comacted
timeshaats validated by somacns othar than employes

Drefaul Schedule for users that meet Retain Data Type vakes
Employon Assignmant Report

Listing of senployee’s denee gancy eontasts

Employees whone RS0 Salary Cap fiskd is 56 1o May Excesd Salary
Cap'

Employous that have appointmant Initaticns
Employees who have comected frmesheets

Emgieyoes with projected AL balances greator San the coling
Listing of #l essantial amployees

FES| Extract axport for records by agency
Employses separated from the ceganization
Audi antries for 5 d
Loave Ausdt Report

Leave Audit Report for Part Time Employees

Luave fima axgiring by pary pariod
Rotu-.uﬂu usees Bl el tha criteria of the inactivily padod and
organizaton

Audi entries for login suctesses snd tdures
Ermpioyies wha g0 not Pilvs contact insoemation for salf andior at least
ane emergency contact

Horwely bired smplayees.
Lists mumber of smploysss w/ 1-14 days of islework pes organization
Users assigned i sach role per organization

Emplyyon Dvamide datads

(O S et ) (o)

Figure 162: Reports Page

Nama
Crvartime Report
Foestonad Annual Ledva Analyeis
Fok Acksigrrmint
Feell Call
el Coification

Suparvisor Assignmants
SupervisorTimakeepss and Debegates Repon
Tebework - Sumemary of o by PP

Tulework Agresenents. - Essantial Employes &
Emargancy Preparadness PO! Level Repont

Tolework Agreements - Poslion Location Agency
Code Lavel Repan

Takwork Agresenenis - Postion Location PO Lavel
Fitpsnt

Tukrwerk Ageisteneens. Dunied Ropon

Tabwork by Empioyen Report

Tebewark by Ceganization Repon

Tebework by Series-Grade Report

Talework Conrdinators by Agency Cada Report

Tolywerk Dogeoa O Parkcipation

Telewark Mies Saved Repod
Telework Participation Report
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2. Select the Supervisor/Timekeeper and Delegates Report link. The Supervisor/Timekeeper
and Delegates Report Parameters page is displayed.

L]
_WEBTA emvioree (T

HR. Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV | Background Execution ~|

Supervisor/Timekeeper and Delegates Report

Report Parameters
Report Header:

Role: | Supervisor ¥

Employee: m
Employee Id:

Organization: 20

Include Sub Orgs: |#
POI: MNone Selected

Dept Descriptor:

[ Run Report ] [ Cancel ]

Figure 163: Supervisor/Timekeeper and Delegates Report Parameters Page
3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 233)
Role (see "Role Field Instruction" on page 234)
Employee (see "Employee Field Instruction" on page 225)
Employee Id (see "Employee Id Field" on page 225)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
POI (see "POI Field Instruction" on page 233)

Dept Description (see "Dept Descriptor Field Instruction" on page 224)
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4. Select the Run Report button to run and display the report.

_WEBTA' _ envior ()

HR Administrator Main Menu > Reports =

PDF | Excel | HTML | CSV | Background Execution |

Supervisor/Timekeeper and Delegates Report

USDA Supervisor/Timekeeper and Delegate Report

Name POI Dept Descriptor Backups
DOE. ALICE - DOEA OCFO - 5317 USDA, OCFO
DOE. JANE - DOEJ OCFO - 5217 JUSDA, OCFQ DOE. WILLIAM - DOEW
DOE. WILLIAM - DOEW OCFC . 5317 USDA., OCFO
Page 1

Report Parameters
Report Header:

Role: | Supervisor v

Employee:

Employee Id:
Organization: OCFO |[NefETs
Include Sub Orgs:

POI: 5317

Dept Descriptor:

Run Report Cancel
Figure 164: Supervisor/Timekeeper and Delegates Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.
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Step

Description

Select the HR Admin tab

Returns you to the HR Administrator Menu page.

Select Log Out

Logs you out of

webTA.

Timekeeper Assignments

The Timekeeper Assignments report lists timekeepers and the employees assigned to them.

To Run the Timekeeper Assignments Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu is displayed.

FWEBTA

crore. (I

HR Adminisirator Main Menu >

Reports

Hamw

Acthes Employoes With Past Separation
Dates

How Employoes
Nurmber of Empicyses with Days of Talework
Report

o0 Assignment

Dascriplion
Active employees with a separation date in a prior pay pered

Artivh Bmashiets, Unsent 1o & By previse
Al Hours, Rapent

Timeshaat status counts by timakaeper
Bidracional Loave Chisges Repsn
Bidirectionsl New Hires Repont
Bicirectional Frofile Audit Repor
Bidrectionsl Summary Report

Flitures the smipkyse and tiseshaeet ioemason for comecied
timesheats validated by somecne other than employes.

Defauk Schedule for users that meet Retain Data Type vakses.

Empkyee Assignmant Report

Listing of eengloyee’s seneegancy cormits

E"“?"T”' whoss RSO/Salary Cap fisld it 56t 10 May Exced Salary
ap

Enpiosies that have appaintmant instations
Emplaysss who have comectad meshasts
Employoos with projected AL balances greater than the colling

Listing of al essantial smpkryeas

FES| Extract axport for records by agency
Employees saparated from the organization

Audit entries for background job actity and oulcome
Leave Ausdt Roport

Leave fusct Report for Part Time Employees

Laave time axpiring by pary pariod

Flgturees th usees B et th criteria of the inacthvity pariod and
organizaton

Aud gntries for login suctesais snd lidures

Employees who do ot Puve contact ifformation foe sell andior ot least
ane emergency contac

Nwly bired smployees

Lists rumber of mploysas wi 1-14 days of telewark per organization
Users assigned i sach rle per organization

Emgiyes Ovamide detads

Figure 165: Reports Page

Tebework Agreemnents - Essen
Emergency Prepar odness
Tolework Agroemnents - Postion Location Agency
Coide Lvel Roport

Tolawark Agrosenests - Postion Location POI Laves

Ritpert
t

Takwwark Agretenents Danied Reg
Tolawerk by Employes Raport
Telewark by Ceganization Repon
Tbework by Serles-Grade Repon

Talewark Coodinators by Agency Code Report
Tukwark Degren O Parscipation

Saved Report
ipation Report

Tolewaork Unilization Repont
imekeopsr Assignmants

t Profile Audit Logs

Urgrocessed Timesheets

Urrvabidated Timesheats

PSDW, Tedework Repon

Duseription

Cverime Feport

Loave iwquests approved and ssequinty denid

Linars assigresd 13 gach role

Listing of all active smgioyess - can be printed oul 1o ¥ack
smployees i an emengency

Tirneshasts which have bt solf camified in & pay piviod
Supenvisors and employees assigned 1o them
SupenvisorTimekeepdr and Deligates

Tebiwork - Surracy of How by Py Perisd

A Bsting of tebework sgresments slong with essential employes and
emaergency proparednass.

Cm%s of total employee, eligible. with telework agreements group
by FOI

Alisting of POI Lavel information
A Bsting of danied whiwork agresmsants
Teduwark by Employes Report

Tebwork by Organization Repon

Counts of total smployes, aligibke, telewark agresments, grouped by
Series, Grady and Participation

A fisting of tekework coordinators by agency

g total number of smployees in an agency. Bow misy are
telework eligible, and how many are teleworking

Alting of ledework eibes saved

# liting of how many employees have used telework ransactions
Lists total hours of telework by transaction code per srganization
andior smglayes

Timekeapers. and smployees assigned ta them

Audt logs for imesheet profile changes

Timashaat status counts By ekaaper

Summarization of imashost kaave and acthity

Erngloyeas rect assignad ditncthy 10 & makespss of & supsndsor
A Esting of uncenifad timeshiats

A liating of unprocessed timeshests

A listing of urvaidated Smasheets

Counts of 1otal employes. sligible. telowork agresmants eic group by
]
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2. Select the Timekeeper Assignments link. The Timekeeper Assignments Report Parameters
page is displayed.

-
_WEBTA  cnpioree (I

HR Administrator Main Menu > Reports =

PDF | Excel | HTML | CSV| Background Execution v|

Timekeeper Assignments

Report Parameters
Report Header:

Timekeeper: m
Organization: 20

Include Sub Orgs: &
Users | Active v

[ Run Report ] [ Cancel ]

Figure 166: Timekeeper Assignments Report Parameters Page

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Timekeeper (see "Timekeeper Field Instruction" on page 237)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)

Users (see "Users Field Instruction" on page 240)
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4. Select the Run Report button to run and display the report.

“WEBTA"

Employee m

HR Administrator Main Menu > Reports >

Timekeeper Assignments
Timekeeper Id Timekeeper
DOEJ DOE. JANE

DOEJ DOE, JANE

Report Parameters
Report Header:

Timekeeper:

Organization: 20
Include Sub Orgs: ¢
Users Active v

[ Run Repnn] [ Cancel ]

Inbox [4] | Settings | Help | Log Out

PDF | Excel | HTML | CS‘."| Background Execution v-]

Timekeeper Assignments
Timekeeper Org Employee Id Employee Employee Org
USDA, OCFO DOEM DOE. MARY SECTION 2
USDA, OCFO DOET DOE. THOMAS SECTION 2
Page 1

Figure 167: Timekeeper Assignments Report

OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file

type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled

Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step

Description

Select the Cancel button

Returns you to the Reports page.

Select the HR Admin tab

Returns you to the HR Administrator Menu page.

Select Log Out

Logs you out of webTA.
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Timesheet Status

The Timesheet Status report provides a count by pay period of the number of timesheets in each
status (Pending, Validated, Certified, or Processed).

To Run the Timesheet Status Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu is displayed.

“WEBT.

crore. (I

HR Administrator Main Menuy >
Reports
Harms

dcthor Employees With Past Separation
Dates

Acth
Atar

wihaats NFC
s Roport USDA

Sranss

8l Ledvs Changes Report
al New Hires Report

al Frofle Audit Report

al Sursraary Rapad
Cormected Timeshaat Vabdated For
Employes Repon

Delout Schedua Repart

Emgloyss Assignment Report USDA

Erphayes Contacts
Errphoyeds AOQoved
Earnings Limitation Regpos
Ermployees an Appointment Limitations
Ruport

Vith Cormecind Timeshests.

Errpioyees with Projectn
Greswe than Celing Repos

Esseial Employess
FES Extract for Agency Repont
Final Timesheets

Jobs Audi Lo

Loave Audl

Leave Audi Report for Part Time Employees
usDa

Tima Expiration Rege

Lo
Legin Actiity Ruport SO

Login Audit Legs

Messing Contacty

How Employees

Nurmber of Empicyses with Days of Talework
Report

Organization Assignment

Overrids Repen

Dascriplion
Active employees with a separation date in a prior pay pered

Actiie EMAShab, N 13 & Bl RSN

At Hours. Rapenl

Timeshaat stats counts by timakaoper

BriSractional Laave Chisges Fapan
Bidirectional New Hires. Repont

Bidirectional Profie Augit Report

Bidrectionsl Summary Report

Fleturrss the smployse and timeshest ifematon for comecied
timesheats validated by scmacne other than emplayee.

Dhefaul Schedube for users that meet istain Data Type vakses.

Empkyee Assignmant Report

Listing of employee’s smegancy Comacts

quhqoel whiokd RS0/ Salary Cap feld i a6t 10 May Exceed Salaty
9

Erngkiyiras that have appointmant imitations

Employeas wha have comecied fmeshaats.

Emplyyoos with projected AL balances greater Sian e coling

Listing of al ssantisl smpkyas

FES| Extract axport for records by agency
Employees saparated from the ceganization

Audit entries for background job actity and oulcome
Leave Ausdt Roport
Leave fusct Report for Part Time Employees

Laave Bma axpiring by pay paried
Flgturers thes usaes Bhad maal g critaeia of he inacthvy pariod and
organizaton

—

A s for login &
Employees who do ot Puve contact ifformation foe sell andior ot least
one emergency contact

Ny hired amglayees

Lists rrumber of employaes w/ 1-14 days of telewark pes organization

Users assigned i sach mls per organization
Emgisyes Cvamice datals

Chvariime Fepont

Fstoned Annual Liden Anabiiis

and Dulegates Repon
ek - Surnenady of Hous by PP

Tebewark Agresments - Essential Employes &
Emergency Preparsdness POI Level Feport
Tolework Agroemnents - Postion Location Agency
Coide Lvel Roport

Tolewaork Agresencets - Posiion Location PO Lave
Fegert

Tolwwark Agresenets Danied Report
Tolawark by Employoe Raport

Telewark by Ceganization Repon

Tubeweek by Sorles-Grade Repon

Tokeswork Cocudinators by Agency Code Report
Tolawark Degeee Cf Parsciation

Tolework Mies Saved Repont

Talework Parficipation Report

Tolewark Unilization Repont

Timekesper Assignmants

Timeshest Profle Ausdt Logs

Timashaat Status

Timaskast Summary

Unassignad Employees.

Uncanified Tangshests

Urgrocessed Timesheets

Uralidated Timesheats

LSO, Todework Repart

Duseription

Crartime Fleport

Laave equists approved and subssquenty denssd

Usars assigreed 0 #ach role

Listing of &l acthva drployeds - can ba printed oul 1o vadk
smployees in an smengency

Timeshasets which have bies self corified in & pay pivicd
Supenvisors and emplsyees assigned 1o them
SupervisonTimekeeper snd Dekegates

Tebiwork - Surracy of How by Py Perisd

A liting of tebework sgraements slong with essentsl employes and
emarngency proparsdnass.

prlasoiulﬂwb‘pu wligible: with telework agreements group
by

Alisting of POI Lavel information

A Bating of denied liwork agresmants
Tebwerk by Esmgloyes Repon
Tebwork by Organization Repon

Co‘mlsoi“l“ﬂlﬂq)lo'.l ible telewark agresmants, groul
Sarigs Grace aMle(.ip:‘l'i?n grespedby
A lsting of tekework coordinators by agency

g total number of smployees in an agency. Bow misy are
telework efigible, and how many are telewerking

# listing of tebervork miles saved

# liting of how many employees have used telework ransactions

Lists of talework by jon cod o
andior smployes
i pmghery i

Audt logs for imesheet profile changes
Tieneshast status counts by tnaskaaper
Summarization of imashost kaave and acthity
Employees met assignad desctly 10 8 Smakespss of § supsnisor

A lssing of uncenifed timeshaats

A liafing of unprocessed timeshests

A listing of urvaidated Smasheets

Egma{mmu. oligible telewark agresmants eic group by

Figure 168: Reports Page
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2. Select the Timesheet Status link. The Timesheet Status Report Parameters page is
displayed.

L]
_WEBTA_ empioee

HR Administrator Main Menu > Reports >

. PDF | Excel | HTML | CSV| Background Execution w
Timesheet Status | |

Report Parameters
Report Header:

Timekeeper: m
Organization: 20

Include Sub Orgs: »
From PP: | 2018-24: Now 25, 18 - Dec 08,18 ¥
To PP: |2018-25: Dec 09,18 -Dec 22 18 v

Users: | Active v

[ Run Report ] [ Cancel ]

Figure 169: Timesheet Status Reprt Parameters Page

3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 233)
Timekeeper (see "Timekeeper Field Instruction" on page 237)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)

Users (see "Users Field Instruction" on page 240)
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4. Select the Run Report button to run and display the report.

~WEBTA'_ cnpores (IIT)

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CS‘u‘| Background Execution v|

Timesheet Status

Timesheet Status

Pay Period Timekeeper Org Total Pending Validated Certified Processed On Hold

201825 DOE.JANE USDA, OCFO 5 5 3 0 s 0

201828 DOE, THOMAS USDA, OCFO 18 1 1 2 10 o

201825 DOE. VALERIE USDA, OCFO 25 2 2 ] 20 o

201828 DOE. WILLIAM USDA, OCFO s 0 0 0 £ 0
Page 1

Report Parameters
Report Header:

Timekeeper: m
Organization: OCFO

Include Sub Orgs:
From PP: |2018-25: Dec 09, 18 - Dec 22, 18 ~

To PP: |2018-25: Dec 09, 18 - Dec 22, 18 ¥

Users: | Active v

[ Run Report | [ Cancel |

Figure 170: Timesheet Status Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.
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Step Description

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Timesheet Summary

The Timesheet Summary Report is a printable version of the Timesheet Summary for up to 10
selected employees. In order to view this report, it must be exported to a PDF file.

To Run the Timesheet Summary Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu is displayed.

FWEBTA

eroivee ()

Help | Log Out

HR Administrator Main Meny >

Reports

Ham

h Past Soparation

Acthos Employees ¥
Dates

Ermg:

dayees on Appo
Report

New Employees

Numiber of Empécyses with Days of Talework
Roport

Organcaton Assignment

Overrida Rapont

Dassription
Active employees with a separation dale in a prior pay period

Actig SMAThEIt, unsnt 8§ Pl provider

A Haurs Rapeset

Timushat Status counts by makaoper

Bigiractional Leave Changes Repon

Bidirectional New Hires Rapont

Bidirectional Profie Audit Report

Bigiractional Summary Repor

Risturess th smployad and timeshaat information for comacted
timeshaats valbdated by somacnae othar than employes

Drefaul Schedule for users that meet Retain Data Type vakses

Employee Assignmant Rrepert

Listing of mpliyed's #nidgancy cortbits

Empisyuas whass RSO/Salary Cap Fisld is 6t o May Excaed Salary
Cag’

Employees that have appointrant Initaticns
Employees who have comected mesheets
Employoos with projected AL balances greater Suan the celling

Listing of all essantisl emplayaas.

FES| Extract axport for recoeds by agency

Employeas saparated from the organization

Audi antries for background job scivity and oulcoms

Loave Ausdi Report

Leave fusd Report for Part Time Employees

Laave tima axpiring by piry pariod

PRSP i U Wit rbt et it of th inactiy paniod and
oigaRzIon

Aud antriss for login success snd tadures

Employeas wha do not hve contact infoemation for slf andior at least
one emengency contact

Newly hired employees

Lists numbser of smployess w/ 1-14 days of tslewsrk pes organization
Users assigned to each role per organization

Emplyyes Ovamide datads

Chvarime Fegort

Telewerk Agresmnects - Ex
Emargenzy Prapas odne
Tolework Agroements - Posiion Location Agency
Code Lavel Repon

Tokwork Agresenents - Potion Location PO Lave
Fegsrl

Talswadk Agraseneats Danid Ripor

Talework by Empicyea Raport

Tobewark by Oeganization Repon
Talewark by Sedes-Grade Repon

Tolework Comdinators by Agency Code Report

ipation Report
Tobewark Unilization Reepont
Timekesper Assignmants

hest Profle Audit Logs

rocessed Timeshests

idated Timashaats

LISDA, Telework Repon

Duseription

Crurtime Report

Laave requests approved and subsequenty denid

Usars assigrsd 1 gach 1ol

Listing of all active smployess - can be printed oul 1o ¥ack
amployees in an smangency

Tirneshaats which have betn solf canified in 8 pay period
Supenvisors and smployeis dstignad 1o them
SupervisonTanekeepsr and Deltgates

Tebpwork - Summary of How by Pay Period

A listing of Islework sgresmants slong with sssential smplcyes and
amangency proparsdnass.

Counts of total employes. eligible. with telework agreements group

Alisiing of POI Level information
ARating of danied Wik Bgrmant
Todwerk by Eergloyes Repon
Tebgwork by Organization Repon

Counts of total smployes. sligibls, telework agresmants, groupad by
Sanes. Grads and P amcipabis

A listing of tekework coordinalors by agency
8 atal numbee of smpkyaes in an agency. Few many ae
Iebework ebgible, and how many are Telewerking
Allating of telework mibes saved
A listing of how many employees have used telkework transactions

Lists total hours of lelework by ransaction code per organizasion
andior smployes

Timekeapars and employees assigned ta them

Audi logs for Smeshest profile changes

Timeshaet status counts by siaaper

Summarization of tmasheet, leave and activity

Empioyees mot assigned dencly 10 8 Smakespte of & supenisor

A listing of unceriified imeshasts

A lisfing of unprocessed timeshests

A liting of urvalidated Smashests.

Egmmmum,u aligible. telerwork agresments elc group by

Figure 171: Reports Page
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2. Select the Timesheet Summary link. The Timesheet Summary Report Parameters page is
displayed.

~WEBTA_ enviorer (I

HR Administrator Main Menu = Reports =

. PDF
Timesheet Summary
Report Parameters
Report Header:
Start Pay Period: | 2018-25: Dec 09, 18 -Dec 22,18 v
End Pay Period: | 2018-25: Dec 09, 16 -Dec 22,18 ¥
Status: |All T
Type: | Al v
1 selected) Remove All
Employees: ( ! m

DOE. JOHN

[ Run Report ] [ Cancel ]

Figure 172: Timesheet Summary Report Parameters Page

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Start Pay Period (see "Start Pay Period Field Instruction" on page 236)
End Pay Period (see "End Pay Period Field Instruction" on page 226)
Status (see "Status Field Instruction" on page 236)
Type (see "Type Field Instruction" on page 239)
Employee (see "Employee Field Instruction" on page 225)

The Timesheet Summary Report Parameters page is displayed with the selected
Employees listed.

4. Select the Run Report button. The message Click one of the report links to export the report is
displayed.

5. Select the PDF link. The File Download box appears.

6. Select the Save button. The Save As dialog box appears.
7. Choose the location to save the report.

8. Select the Save button.

At this point, the following options are available:
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Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Unassigned Employees

The Unassigned Employees report lists employees not assigned directly to a timekeeper or a
Supervisor.

To Run the Unassigned Employees Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu is displayed.

FWEBTA™ _ cnsiors

HR: Administrator Main Menu >

ings | Help | Log Out

Reports

e Dessription

Acthoa Employoes With Past Separation

Duseription

Active employees with a separation dale in a prior pay period

Actig SMAThEIt, unsnt 8§ Pl provider
A Haurs Rapeset
Timushat Status counts by makaoper

Bidirectionsl Laave Changes Repon

Bidiractional Maw Hires Repon

Bidirectionsl Profile Audit Report

Bidrectionsl Summary Report

Riturers th amployaa and timeshaet infiemation for conmected
timeshaats valdated by somacns othar than smplayes

Drefaul Schedule for users that meet Retain Data Type vakses

Crurtime Report

Laave requests approved and subsequenty denid

Usars assigrsd 1 gach 1ol

Listing of all active srployess - can ba prined out 10 wack

amployees in an smangency

Tirneshaats which have betn solf canified in 8 pay period

Supenvisors and smployeis dstignad 1o them

SupervisonTanekeepsr and Deltgates

Tebpwork - Summary of How by Pay Period

A lting of telework sgresmants along with sssential smployes and

amangency proparsdnass.

prlg: of total employes, eligible, with telework agreemants group
i

geies Repont

Employee Assignmant Rrepert
Listing of mpliyed's #nidgancy cortbits

Employees whose RSO/Salary Cap eld is set to May Excesd Salary
Cag’

A listing of PO! Level Information

A Bating of dnied Whinort agrismant
Tadwirk by Ermgloyes Report
Employees that have appointmant initations Tubew Telwark by Organization Repon

Counts of total smployes. sligibls, telework agresmants, groupad by
Sanes. Grads and P amcipabis

Employees who have comecied timesheets Tolewaork by Serdes-Grade Report
Emgloyoes with projected AL balances greater uan the coling Tolewark Comdinators by Agency Code Report A listing of telework coordinators by agescy

Cratings total number of smployees in an agency. Bow misy ang
telesork eligitle, and how many are teleworking

A listing of tadework mriles saved

A listing of how many employees have used telkework transactions

Lists total hours of lelework by ransaction code per organizasion
andior smployes

Timekeapars and employees assigned ta them
Audi logs for Smeshest profile changes

Listing of all essantisl emplayaas.

FES| Extract arpor for recieds by agency

Employees saparated from the organization

Audit entries for background job actvity and outcome

Laave Ausdi Report

Leave fusd Report for Part Time Employees

Laavi tima axpiring by piry pariod

::::vg thas Usaes a2 maat thay critiria of Sha inacthaty pariad and
Aud antriss for login success snd tadures

Employees who do not Fuve coreact infoemation for self andior at lesst
one emengency contact

o Emglioyoes P —
r of Exnplogues with Days o Lists rumibes of employses w! 1-14 days of tebewark per organization

Timeshaet status counts by siaaper

Summarization of tmasheet, leave and activity

Empiloyess not assignad ditectly 10 4 Smakeeps of & supinisor
A listing of unceriified imeshasts

A listing of unprocessed timesheats
A liting of urvalidated Smashests.

dated Timasha,

O i Asshgrement Users assigned to sach role per organization b Tolework Report

0 i F Emplyes Dvamide datads

Counts of total employes. sligible, telewnrk agremants sic group by
PO

Figure 173: Reports Page
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2. Select the Unassigned Employees link. The Unassigned Employees Report Parameters
page is displayed.

_WEBTA'_ envire- [IEET)

HR. Administrator Main Menu > Reports >

PDF | Excel | HTML | CS'\."| Background Execution v|

Unassigned Employees

Report Parameters
Report Header:

Users: | Active v

[ Run Report ] [ Cancel ]

Figure 174: Unassigned Employees Report Parameters Page

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
Users (see "Users Field Instruction" on page 240)

4. Select the Run Report button to run and display the report.

~WEBTA' _ cnioree (I

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CSV | Background Execution +]|

Unassigned Employees
No Records Available

Page 1
Report Parameters

Report Header:

Users: | Active v

Figure 175: Unassigned Employees Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).
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Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.

Uncertified Timesheets
The Uncertified Timesheets report provides a list of timesheets that have not been certified.
To Run the Uncertified Timesheets Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu is displayed.

WEBTA Employes m Inbox [4] | Settings | Help | Log Out

aira

Reports

Dirsecription

Active employess with a separation date in a prior pay period

Duseription
Crurtime Report

Activg Smashests, UNSet 1o & Ry provided
Al Hours, Rapen

Loave rnquests approved and subsequinty denisd

Usars assigrssd 1o 0ch rola

Listing of all active smgloyess - can ba pristed oul 1o ¥ack

amployees in an smangency

Timashaats which have been sa¥ canified in @ pay peicd

Supenvisors and smployeis dstignad 1o them

Supervisor Timekeepsr and Delsgates

Telawwork - Summary of Hour by Pay Pariod

A Biting of tekework gresments along with essential employes and

smarngency preparsdnass.

Counts of total employes, ligibie. with telework agreements group
#OI

Timasheat status counts by limekaeper

Bigiractional Leave Changes Repon

Bidirectional New Hires Rapont

Bidirsctional Profle Audt Repon

Bigiractional Summary Repor

Riatures tha smploysa and limeshaat ivfeemation for conmacted
timeshaats valbdated by somacnae othar than employes

Drefaul Schedule for users that meet Rtain Data Type vakses

Employoe Assignmant Repori

Listing of mpliyed's #nidgancy cortbits
Employees whose RSOSalary Cap field is w6t 10 May Exceed Salary
Cap'

Alisiing of POI Level information
A Bng of danied Whivoerk Bgrdmants
Tebwork by Emgloyes Report

Employees that have appointmant initations Tebework by Crganization Repon

Counts of total smployes. sligibls, telework agresmants, groupad by

Employess who have cormected meshests Suries. Grass and Paticipatie

Empioyoes with projected AL balances greater fhan the coling A listing of tekework coordinalors by agency

Ouings total number of ampleyees in an agency. how miy are
tebeveork elgitle, and how many are lekeworking

A listing of tedework miles saved

A fiating of haw many emplayess have used telework transactions
Lists total hours of elework by ransaction code per organization
andior emplayes

Timoksapars and employees assigned ba them

Audi logs for Smeshest profile changes

Lisiing of a8l sssentisl employens

FES| Extract axport for recoeds by agency
Employees saparated from the organization

Audit entries for background job actvity and outcome
Loave Ausdi Report
Leave fusd Report for Part Time Employees

Laave ma axpiring by pay paried

FLaturess i Ui Bha8 et oy critirin o Bhe inacthaty paad and
GIGARLEMESN

Audi entries for login successes snd tilunes e
Employees wha do not Fuve contact information for self andior st least |,

one emergency contact

Newly hired employees

Tienushast SLAtUS CoUNts by Trskaaper
Summarization of tmasheet. lave and activity

Empioyees mot assigned dencly 10 8 Smakespte of & supenisor
A lting of uncenifad timeshaats

Alisfing of unprocessad tineshests

K Lists rumiber of smployees wi 114 days of tslework per organization A liting of urnvalidated Smashests.

Users assigned to each role per organization
Emglsyes Crvamida datads

My Saved and Schedubed Reports Cancel

Counts of total employes. sligible, telewnrk agremants sic group by
PO

Figure 176: Reports Page
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2. Select the Uncertified Timesheets link. The Uncertified Timesheets Report Parameters
page is displayed.

_WEBTA'_envior- (2T

HR. Administrator Main Menu > Reports >

PDF | Excal | HTML | CS‘J| Background Execution v|

Uncertified Timesheets

Report Parameters
Report Header:
From PP: | 2018-24: Nov 25, 18-Dec 08,18 ¥
ToPP: 2018-25: Dec 09, 18-Dec 22,18 ¥
Include Missing:

Organization: 20

Include Sub Orgs: |
Users: | Active v

[ Run Report ] [ Cancel ]

Figure 177: Uncertified Timesheets Report Parameters Page
3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 233)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)
Include Missing (see "Include Missing Field Instruction" on page 227)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)

Users (see "Users Field Instruction" on page 240)
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4. Select the Run Report button to run and display the report.

_WEBTA_ emioree (TN

HR Administrator Main Menu > Reports >

PDF | Excel |HTML | CS‘JI Background Execution vl

Uncertified Timesheets

Uncertified Timesheets

Timekeeper

. Supervisor : Employee "
Userid Timekeeper Name — Supervisor Name i Employee Name ORG Pay Period
DOET DOE, THOMAS DOEJ DOE, JANE DOEM DOE, MARY SECTION 2 2018-25
DOET DOE. THOMAS DOEJ DOE. JANE DOET DOE, TERRY SECTION 2 2018-25
Page 1

Report Parameters
Report Header:
From PP: | 2018-25.Dec 09, 18-Dec 22, 18 ~
ToPP: 2018-25:Dec 09,18 -Dec22 18 v
Include Missing:

Organization: 20
Include Sub Orgs: »
Users: | Active v

Figure 178: Uncertified Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.
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Unprocessed Timesheets

The Unprocessed Timesheets report lists unprocessed timesheets for a pay period or range of pay

periods.

To Run the Unprocessed Timesheets Report:

1. Select the Reports link from the Reports section on the HR Administrator Menu page.
The Reports menu is displayed.

EWEBTA  engiopee

HRt Admin

HR Administrator Main Menuy >
Reports

Harms
cthoe Employees With Past Sepanation
Danes

Activa Timashaats NFC
At s Raport USDA
Agwency Stabus

8l Ledvs Changes Report
al New Hires Repont

al Profy Audt Repon

al Summary Repond
Commected Timesheat Vabdated For
Employes Repor

Dofout Schedule Repart
Emgloyss Assignment Report USDA

Ereplopts Contacts

repbpers Approed 10 Excesd the
Earnings Limitation Report USDA
Ervployes on Appontmant Limitations.
Roport

Employess With Cormected Trmesheots.
Respout LIS
Erephoyas with Projectod AL Balances
Greawe than Celing Repont USDA

Esseial Employess
FES Extract for Agency Repont
Final Timesheets

Jobs Audi Lo

Leave Audt

Leave Audi Report for Part Time Employees
usDa

Lo Tirmo Expitation Repen
Legin Activity Report SDA

Login Audit Legs

Meysing Contacts

How Employees

Nurmber of Empicyses with Days of Talework
Report

Organization Assignment

Overrids Repen

Saved and Schedubed Reports

Dascriplion
Active employees with a separafion date in a prior pay pered

Artivh Bmashiets, Unsent 1o & By previse

Al Hours, Rapent

Timashsat status counts by timekaaper

BriSractional Laave Chisges Fapan
Bidiractional Mew Hires Repon

Bidirectional Profil Audi Repor

Bidrectional Summary Repod

Flsturess. the emplogee and timesheet infoemation for comecsed
timesheats validated by scmacne other than emplayes.
Dhefauk Schedule for users that meet Retain Data Type vakses.

Empleyen Assignmant Repert

Listing of employee’s smergancy Comacts

quhqoel whiokd RS0/ Salary Cap feld i a6t 10 May Exceed Salaty
9

Empkeyeas Bt have appointmant Fsitations

Employeas wha have comecied fmeshaats.

Emplyyoos with projected AL balances greater Sian e coling

Listing of all essential employeas

FES| Extract axport for records by agency
Employees saparated from the ceganization

Audit entries for background job actity and oulcome
Leave Audt Report
Leave fusct Report for Part Time Employees

Laave ima apiring by pary pariod
Flaturers the users uad maat the criteria of e inacthviy pariod and
organizaton

—

A s for login &
Employees who do ot Puve contact ifformation o sall andior at least
one smergency contact

Ny hired smglayees

Lists rrumber of employaes w/ 1-14 days of telewark pes organization

Users assigned to sach mle per organization
Emgisyes Cvamice datals

Figure 179: Reports Page

Chvarime Repord

Fstoned Annual Liden Anabiiis

Mimakeeper and Dalegates Rapont
ek - Surnenady of Hous by PP

Tebewark Agresments - Essential Employes &
Emergency Preparsdness POI Level Fepeort
Tolework Agroements - Postion Location Agency
Coide Lvel Roport

Tolewaork Agresencets - Posiion Location PO Lave
Fegert

Tabwwark Agrasnests Danied Ruport

Tolawark by Employoe Raport

Tabewiek by Crganization Rupor

Tokework by Sories-Grade Repon
Tolewark Cooudinators by Agency Code Report
Tolawark Degeee Cf Parsciation
Tulework Mies Saved Report
Talework Parficipation Report
Tolewark Unilization Repont
Timakesper Assignmants
Timeshest Profle Ausdt Logs
Timashaat Status

Timaskaat Summary
Urassignad Employees
Uncamifed Timashists
Urgrocessed Timesheets

Uralidated Timesheats

LS, Tolework Repar

Duseription

Crertime Report

Laave equists approved and subssquenty denssd

Liners asigrasd 15 #ach ole

Listing of all active smgioyess - can be printed oul 1o Yack
emplayees in an emengency

Timeshasets which have bies self corified in & pay pivicd
Supervisors and employess assignad 1o them
SupervisonTimeketper and Dekegates
Tebiwork - Surracy of How by Py Perisd

A liting of tebework sgraements slong with essentsl employes and
emangency proparadnass.

Gwpla.ioiﬂlmulwu wligible: with telework agreements group
by

Alisting of POI Lavel information

A listing of danied telwork agresments
Tebwerk by Esmgloyes Repon
Tebwirk by Orgariztion Repon

Counts of total emplay jbie, telerwork agresmants,
Seikn Grace nd anspaten ’ e

A isting of tslework coordinalors by ageecy

how many ace
# listing of tebervork miles saved
# liting of how many employees have used telework ransactions

g total number of smployees in an agency. Bow misy are
telework eigible, and elewvorking

Lists of talework by jon cod o
andior smployes
d ey e

Audt logs for imesheet profile changes
Tieneshast status counts by tnaskaaper
Summarizaion of imashest. leave and acihdly
Employees met assignad desctly 10 8 Smakespss of § supsnisor

A lting of uncenifed timeshaats

A liafing of unprocessed timeshests

Alisting of urrvalidated Smasheets.

g;mmm-«wu. aligible. talework agresmants sic group by
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2. Select the Unprocessed Timesheets link. The Unprocessed Timesheets Report Parameters
page is displayed.

-
_WEBTA o (IITT)

HR Administrator Main Menu > Reports =

PDF | Excel | HTML | CSUl Background Execution v|

Unprocessed Timesheets

Report Parameters
Report Header:
From PP: | 2018-24: Nov 25, 18- Dec 08,18 ¥
To PP: | 2018-25: Dec 09, 18 -Dec 22,18 ¥
Include Missing:
Organization: 20
Include Sub Orgs: (¢
Users: |Active v

[ Run Report ] [ Cancel ]

Figure 180: Unprocessed Timesheets Report Parameters Page.

3. Complete the following Report Parameters fields:
Report Header (see "Report Header Field Instruction" on page 233)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)
Include Missing (see "Include Missing Field Instruction" on page 227)
Organization (see "Organization Field Instruction" on page 231)

Users (see "Users Field Instruction" on page 240)
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4. Select the Run Report button to run and display the report.

_WEBTA" enpiore- ()

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | E‘.SVl Background Execution v|

Unprocessed Timesheets

Unprocessed Timesheets

Timekeeper Supervisor Employee
o Timekeeper Name Userld Supervisor Name Userid Employee Name ORG Pay Period
DOET DOE. THOMAS DOEJ DOE. JANE DOED DOE. DOMALD SECTION 2 2018-25
DOET DOE, THOMAS DOE) DOE. JANE DOEM DOE. MARY SECTION 2 201825
Page 1

Report Parameters
Report Header:
From PP: | 2018-25: Dec 09, 16 - Dec 22,18 v
To PP: | 2018-25: Dec 09, 18 - Dec 22,18 ~
Include Missing:

Organization: 20
Include Sub Orgs: »
Users: | Active v

[ Run Report | [ Cancel |

Figure 181: Unprocessed Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

214



Publication Category: T&A Processing

webTA 4.2 HR Administrator

Step

Description

Select Log Out

Logs you out of webTA.

Unvalidated Timesheets

The Unvalidated Timesheets report provides a list of timesheets that have not yet been validated.

To Run the Unvalidated Timesheets Report:

1. Select the Reports. link from the Reports section on the HR Administrator Menu page.
The Reports menu is displayed.

“WEBTA

S 1 i |

Help | Log Owt

HR Adrinbirates Mai Menu >

Reports

i

Activs Employoes With Past Separation

Defaut Schedule Repart

Empiayes Assignment Report USDW

MEssing Contachs

New Employees

Humber of Employees with Days of Telework

Roport
Organization Assignment

Cveiiricda R

Dascription

Active eemployees with a separation date in a prior pay peried
Active Smashests, Unsent 1o & Ey provider

Al Howrs, Repen

Timeshaat status counts by timakaaper

Bidrectionsl Leave Changes Repor

Biirectional Mew Hires Repon

Bidrectional Profils Audit Repor

Bidirectional Summary Repon

Riturrs the empleyed and timeshaet information for comacted
timesheets valbdated by somecne other than employes:

Drefaul Schedule for users that meet Retain Data Type vakoes
Emgizyon Assignmant Report

Listing of emgloyee's emeegancy Conmicts

EB‘M”‘ whase RSOSalary Cap feld s set 1o May Exceed Salary
Empisyues it Rave appointmant instatices

Employees wha have comected timesheots.

Emgleyoes with projected AL balances greater Sun the coliing

Listing of &l s3santisl smpsyass

FES| Extract axport for records by agency

Employess saparated inom the ceganization

Audi ot for badkground job actvly and oultame

Loave fusdt Roport

Leave Ausdl Report for Part Time Employees

Laave Bma aspiring by pay paried

PRt thi Usaes Bhad rsaalt th exitinia of the inactiiy pariod and
oiganizaton

Audt entried for login sutcesies snd tluns

Employees wha do not hve contact infoemation far slf andior at least
ane emaengency contact

Newly hired smployees

Lists number of employees w/ 1-14 days of ielework pes onganization
Users assigned ks wach role per organization

Emphyyes Ovaimass Satady

Figure 182: Reports Page

Hame

Aarea Anabyiis

s Repont

Telewark Agreements - Es nplayes &
Emargency Preparedness POH Level Repon

Tolewaork Agrosments - Postion Location Agency

Code Lavel Repor

Tokswork Agresenists - Postion Location POI Laves

Ritpset
Tubawark Agresensets Danied Raport

Talewark by Empicyes Raport

Tileweek by egan

Telework by Seres-Grade Repon

Tolework Coosdinators by Agency Code Report

ipation Repont
Tiskawark Uiz ation Rapodt
Timekesper Assignmants

Timesheet Profle Audt Logs

idated Timesheats

LPSDA, Tolework Repord

Duscription

Overtme Report

Loave roquests approved and subsequinty denisd
Unés assigred 1 4ach ol

Listing of 8l Betive amgloyiss - Lan ba printed ou1 1o adk

amployaes i 4 emanpas
Timeshaats which have been sell cenified in 8 pay period
Supenvisors and emplayees assignad 1o them
SupensornTinekespdr and Deligites

Tebework - Surmmary of How by Py Period

# lissing of Islework agreements slong with essental empicyes and
smangency proparednass.

c«.p.s; of total employee, eligible. with belework agreemaents group
by FOI

A listing of POI Level information

A liting of danied el agresmants
Telwark by Esrgloyes Repon
Tebwtek by Organizaticn Repsa

Counts of total employee. eligible. telewnrk agresmants, grouped by
Sanes. Grads and P aticipaton

A listing of telework cocrdinalors by agensy

Oustings tatal number of employaes in a0 agency, Bew misy are
Labework eSgile, and how many are elewerking

Allating of lelework mibes saved

A listing of haw many employees have used telework transactions

Lists total hours of leleweork by ransaction code per srganization
andior smplayes

Timekeapars. and mployaes asigned ta ham

Audt logs for imeshoeet profile changes

Tieneshaat status counts by teakeaper

Summarization of mashoest kaave and acthity

Empiloyees not sssignad diectly 1o 4 Smakeepds of & supenior

A Bsting of uncenifiad imeshaats

Alisting of unprocassad timeshaats

A lating of urvalidated fmasheets.

ggmmmum,n wligibile, belrwark agreemants sic group by
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2. Select the Unvalidated Timesheets link. The Unvalidated Timesheets Report Parameters
page is displayed.

_WEBTA'_ cuiore (IITI

HR Administrator Main Menu > Reports =

PDF | Excel | HTML ZCS'\."| Background Execution v|

Unvalidated Timesheets

Report Parameters
Report Header:
From PP: | 2019-21: Oct 13,19- Oct 26,19 v
To PP: | 2019-22: Oct 27, 19-Nov 09,19 v
Include Missing:
Organization; 20
Include Sub Orgs: ¥
Users: | Active ¥

[ Run Report ] [ Cancel ]

Figure 183: Unvalidated Timesheets Report Parameters Page
3. Complete the following fields:
Report Header (see "Report Header Field Instruction" on page 233)
From PP (see "From PP Field Instruction" on page 226)
To PP (see "To PP Field Instruction" on page 238)
Include Missing (see "Include Missing Field Instruction" on page 227)
Organization (see "Organization Field Instruction" on page 231)
Include Sub Orgs (see "Include Sub Orgs Field Instruction" on page 228)

Users (see "Users Field Instruction" on page 240)
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4. Select the Run Report button to run and display the report.

“WEBTA' _enpioee

HR Administrator Main Menu > Reports >

PDF | Excel | HTML | CE-;‘.-‘I Background Execution v|

Unvalidated Timesheets

Unvalidated Timesheets

Timekeeper Supervisor Employee

Userld Timekeeper Name U Supervisor Name v Employee Name ORG Pay Pericd
DOET DOE, THOMAS DOE. J DOE, JANE DOEM DOE, MARY SECTION 2 201815
Page 1
Report Parameters

Report Header:
From PP: | 2019-15: Jul 21,19-Aug 03.19 v
ToPP: |2019-15: Jul 21,19-Aug 03,19 v

Include Missing:

Organization: 20
Include Sub Orgs: «
Users:  Active v

Figure 184: Unvalidated Timesheets Report
OR

Select the PDF, Excel, HTML, or CSV link to display the report output in the specified file
type. A dialog box displays options to open or save the output file.

OR

Select the Background Execution drop-down list and select an option. A message confirms
that the report has been submitted. For more information, see My Saved and Scheduled
Reports (on page 119).

Note: The Reset button returns you to the Report Parameters page.

At this point, the following options are available:

Step Description

Select the Cancel button Returns you to the Reports page.

Select the HR Admin tab Returns you to the HR Administrator Menu page.

Select Log Out Logs you out of webTA.
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Field Descriptions and Instructions

This section contains the descriptions and instructions for the fields in webTA.

This section includes the following topics:

Account Field INSTIUCTION ......cveviiiiiieeiiee e
Accounting Type Field INSTrUCTION ..........ooiiiiiieiiieeee e
ACHIVE Field INSTIUCTION ......iiiiiiic e
After Hour Time Field INStrUCLION.........coooviiiiiiiiieiccecee e
AgeNCy Field INSTrUCHION .........ooiiiiiiiicc e e
Agency Field Instruction (REQUITed) ........c.uuuiiiiiiiiiiiiieiie e

Alternative Work Schedule Field Instruction (Required)
Amount Field Instruction - LTP Donation (Required) ...........ccccoeeiniirennineeesinnenn.
Appointment Parameter Field INStruCtion ..o
Approved Donations Field DeSCrPtioN ........ccooiiiiiiiiiiieiiiie e
Balance Field DESCIIPLION .......c..cciiiiiiiii et
BUS Code Field INStruction - NEW USEF .........cccoiiiiieeiiiiieneece e
Date Field INSIIUCTION .......c.cviiiiicc e
Delete Field Description

Dept Descriptor Field Instruction.............
Description Field DeSCIHPLION .........cuiiiiiiiii e
Donation Limit Waiver Field INStruCtion ............cccccovvieiiiniicniecccec e
Duty Hours Field Instruction (Required)............cooiiiiiiiiiiiiieeeiiiieee e
E Auth Internal ID Field INSTrUCTION ........coviiiiiiiiiec e
E Auth Internal ID Field Instruction - NeW USer ..........ccoceviiiiiiniieee e
E-Mail Address Field INStrUCHION ........ccoiiiiiiiiiie e
ELTP Leave Recipient Field DeSCriptioN .........cccoiveieiiiiieiniiiee e
Employee Field INSTIUCTION .........oiiiiiiiiiiiii e
EMPIOYEE 1d FIEId ...
Employee ID Field INStruction - NEW USEr ...t
End Date Field Instruction - LTP (ReqUIred) .........ccccvviireiiiiiiiiiiiee e
End Pay Period Field INStrUCHION..........oociiiiiiiii e
Event Field DEeSCIIPLION ........iiiiiiiie ittt
Event Field Instruction (REQUITEd) ........ccueiiiiiiiiiiiieie e
Exclude Delegate Field INStrUCLION ........cc.cooiiiiiiiiiiei e
Final Report Field INStruction - NeW USEI .........ccoiiiiiiiiiiieeaeiiiieee e
First Name Field Instruction (Required)

From PP Field Instruction ...........c.c.cccee.

Home Leave Category Field Instruction - New User

Home Leave Computation Date Field INStruction.............ccccooiviiiieiiiiiiniiiieeeeenn
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Home Leave End Date Field INStrUCtioN ...........cccccviiiieiiiniiecinccee e
Include Compensatory Time Field INStruCtioN ...........ccuvevveiiiiiiiiiie e
Include Compensatory Time Religious Field Instruction
Include Compensatory Time Travel Field Instruction
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Account Field Instruction

Account

Select the search Account button and choose the applicable accounting code from the list.
Accounting Type Field Instruction

Accounting Type

Select the employee's accounting type from the drop-down list.
Active Field Instruction

Active

Select this check box if the employee is an active employee. This box is checked by default.
After Hour Time Field Instruction

After Hour Time

Select the applicable after hour time from the drop-down list.
Agency Field Instruction

Agency
Select the applicable Agency for the report from the drop-down list.

Note: After select the Agency, the POI field is displayed.

Agency Field Instruction (Required)

Agency
Required field
Select the applicable Agency from the drop-down list.
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Alternative Work Schedule Field Instruction (Required)

Alternative Work Schedule
Required field

Select the employee's alternative work schedule from the drop-down list. This field defaults to
Regular 8-hour Days.

Amount Field Instruction - LTP Donation (Required)

Amount
Required field
Enter the amount of leave that you wish to donate.

Note: If you attempt to donate more hours than you have available for any given leave type, an error
message will display.

Appointment Parameter Field Instruction

Appointment Parameter
Select the appointment parameter for the report from the drop-down list. Valid values are Days,
Hours, and Dollars.

Approved Donations Field Description

Approved Donations
Displays the number of approved donated hours.

Balance Field Description
Balance
Displays the number of hours remaining in the account.
BUS Code Field Instruction - New User
BUS Code
Enter the employee’s bargaining unit status (BUS) code, if desired.

Date Field Instruction

Date
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Enter a date for the report.
OR

Select the date from the calendar icon.

Delete Field Description

Delete
Displays an x in a text box if the leave transfer account is able to be deleted.

Dept Descriptor Field Instruction

Dept Descriptor

Enter the Department descriptor of the Department for the report.
Description Field Description

Description

Displays a description of the leave transfer account.

Donation Limit Waiver Field Instruction

Donation Limit Waiver
Select this box to override the leave donation limitation.

Note: If this box is checked, justification for the override must be provided in the Remarks box.

Duty Hours Field Instruction (Required)

Duty Hours
Required field
Enter the employee's duty hours. This field defaults to 80.

E Auth Internal ID Field Instruction

E Auth Internal ID
Enter your eAuth Internal 1D.
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E Auth Internal ID Field Instruction - New User

E Auth Internal ID
Enter the employee’s eAuth Internal ID, if applicable.

E-Mail Address Field Instruction

E-Mail Address
Enter the employee's email address.

ELTP Leave Recipient Field Description

ELTP Leave Recipient
This field defaults to No when adding an employee.

Employee Field Instruction

Employee
Enter the employee’s name or select the Search button to search for and select the employee.

Note: Leave the field blank to run the report on all employees.

Employee Id Field

Employee Id
Enter the Employee ID of the employee for the report.

Employee ID Field Instruction - New User
Employee ID
Enter the employee’s ID, if applicable.

End Date Field Instruction - LTP (Required)
End Date

Required field
Enter the date that the recipient must stop using the donated leave.
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OR

Select the end date from the calendar icon.

End Pay Period Field Instruction

End Pay Period
Select the ending pay period for the report from the drop-down list.

Event Field Description

Event
Displays the event name of the leave transfer account.

Event Field Instruction (Required)
Event
Required

Enter an event name for the leave transfer account. This event must be established before a
recipient can use donated leave.

Exclude Delegate Field Instruction
Exclude Delegate
Select this box to exclude delegated employees from this report.
Final Report Field Instruction - New User
Final Report
This field is not used when adding an employee.
First Name Field Instruction (Required)
First Name
Required field
Enter the employee’s first name.
From PP Field Instruction

From PP
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Select the beginning pay period for the report from the drop-down list.

Home Leave Category Field Instruction - New User
Home Leave Category

Select the amount of home leave that the employee is eligible to accrue in a year from the
drop-down list. This field is only used if the employee is eligible to earn home leave.

Home Leave Computation Date Field Instruction
Home Leave Computation Date

Enter or select the start date if the employee is eligible to participate in the home leave accrual
program.

Home Leave End Date Field Instruction
Home Leave End Date
Enter or select the end date of the employee's participation in the home leave accrual program, if
applicable.
Include Compensatory Time Field Instruction
Include Compensatory Time
Check this box to include compensatory time on the report.
Include Compensatory Time Religious Field Instruction
Include Compensatory Time Religious
Check this box to include compensatory time religious on the report.
Include Compensatory Time Travel Field Instruction
Include Compensatory Time Travel
Check this box to include compensatory time travel on the report.
Include Missing Field Instruction

Include Missing
Check this box to include missing timesheets on the report.
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Include Restored Annual Leave Field Instruction

Include Restored Annual Leave
Check this box to include restored annual leave on the report.

Include Sub Orgs Field Instruction

Include Sub Orgs
Uncheck this box to include sub organizations. This field defaults to the box being checked.

Include Time Off Award Field Instruction

Include Time Off Award
Check this box to include time off award on the report.

Last Name Field Instruction (Required)

Last Name
Required field
Enter the employee's last name.

Leave Category Override Field Instruction

Leave Category Override
Select an option from the drop-down list to override the default annual leave accrual that is set
by the service computation date (SCD).

Leave Ceiling Override Field Instruction
Leave Ceiling Override
Enter the annual leave ceiling amount if the employee is allowed to exceed the default leave
ceiling.

Leave Type Field Instruction - Leave Audit

Leave Type
Select the leave type for the report from the drop-down list.
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Leave Type Field Instruction - LTP Donation (Required)
Leave Type

Required field
This field defaults to Annual Leave. Select the Search Leave Type button change the leave type

being donated from Annual Leave {0 Restored Annual Leave.

Leave Year Field Instruction

Leave Year
Select the applicable leave year for the report from the drop-down list.

LTP Leave Limit Field Instruction (Required)
LTP Leave Limit
Required field
Enter the maximum amount of leave that the recipient may use.
Medical Emergency Type Field Instruction (Required)
Medical Emergency Type

Required field
Select the applicable medical emergency type. Valid values are Personal and Family.

Middle Name Field Instruction
Middle Name
Enter the employee's middle name or initial, if applicable.
Military Emergency Leave Flag Field Instruction
Military Emergency Leave Flag
Check this box if the employee is entitled to military emergency leave.
Military Regular Leave Flag Field Instruction

Military Regular Leave Flag
Check this box if the employee is entitled to military regular leave.
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Name Field Description

Name
Displays the name of the leave transfer account.

Negative Advanced Leave Balance Override Field Instruction

Negative Advance Leave Balance Override
Select Yes to only include accounts that allow overriding the user's FMMI-assigned Negative

Advanced Leave Balance. Select No to only include accounts that prohibit overriding the user's
FMMI-assigned Negative Advance Leave Balance.

Note: HR Administrators can manually enable or disable the Negative Advanced Leave Balance on the
user's timesheet profile.

Negative Annual Leave Balance Field Instruction - New User

Negative Annual Leave Balance
Check this box to indicate that the employee may have a negative annual leave balance.

Negative Religious Comp Time Balance Field Instruction

Negative Religious Comp Time Balance
Select Yes to only include accounts that allow overriding the user's FMMI-assigned Negative

Religious Comp Time Balance. Select No to only include accounts that prohibit overriding the
user's FMMI-assigned Negative Religious Comp Time Balance.

Note: HR Administrators can manually enable or disable the Religious Comp Time Balance on the user's
timesheet profile.

Negative Religious Comp Time Balance Field Instruction - New User
Negative Religious Comp Time Balance
Check this box to indicate that the employee may have a negative religious compensatory time
balance.

Negative Sick Leave Balance Field Instruction

Negative Sick Leave Balance
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Select Yes to only include accounts that allow overriding the user's FMMI-assigned Negative
Sick Leave Balance. Select No to only include accounts that prohibit overriding the user's
FMMI-assigned Negative Sick Leave Balance.

Note: HR Administrators can manually enable or disable the Negative Sick Leave Balance on the user's
timesheet profile.

Negative Sick Leave Balance Field Instruction - New User
Negative Sick Leave Balance
Check this box to indicate that the employee may have a negative sick leave balance.
New Contact Point Field Instruction
New Contact Point
Check this box if the contact point information has been updated.
No Time Tracking Field Instruction

No Time Tracking
Select this check box if the employee does not use webTA to record time and attendance.

Oath of Office Field Instruction

Oath of Office
Check this box to indicate that this is a new employee.

On Hold Field Instruction - New User
On Hold
This field is not used when adding an employee.

Organization Field Instruction

Organization
Defaults to the user's Organization.

Note: To change the Organization, select Clear, then select None Selected to display the Organization
Management page to search for and select an Organization or Sub Organization for the report.
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Organization Field Instruction (Required)
Organization

Required field
Select the Find an Organization button to search for and select the employee's organization.

Override EmpowHR Supervisor Assignment Field Instruction

Override EmpowHR Supervisor Assignment
Select the check box if the employee's FMMI-assigned supervisor information from the
EmpowHR feed may be overridden.

Password Field Instruction

Password
Enter your eAuthentication password.

Password Field Instruction (Required)

Password
Required field
Enter a password based on the requirements defined by the Agency.

Password Field Instruction - webTA

Password
Enter your webTA password.

Pay Period Field Instruction

Pay Period
Select the applicable pay period for the report from the drop-down list.

Pay Period Field Instruction - LTP Donation (Required)
Pay Period

Required field
Select the applicable pay period for the donation from the drop-down list.
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Pay Plan Field Instruction (Required)
Pay Plan
Required field

Select the employee's pay plan from the drop-down list. This field defaults to GS General
Schedule (req).

Pending Donations Field Description

Pending Donations
Displays the number of donations waiting to be approved or denied.

POI Field Instruction

POI
Select this link to display the Select POls page to search for and select a POI for the report. This
field defaults to None Selected.

POI Field Instruction (Required)
POI

Required field
Select the select a POI button to select the employee's personnel office identifier (POI).

Remarks Field Instruction
Remarks
Enter any applicable remarks.

Report Header Field Instruction

Report Header
Enter a header for the report, if desired.

Note: This will be displayed in addition to the report name.

Restoration Preference Field Instruction (Required)

Restoration Preference
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Required field
Select the applicable restoration preference from the drop-down list. VValid values are Restore

to Current Leave Year and Restore to Next Leave Year.

Note: Unused leave may be donated to another recipient after it has been restored.

Retype Password Field Instruction (Required)
Retype Password

Required field
Enter the password again.

Role Field Instruction

Role
Select the applicable role for the report. Valid values are Supervisor and Timekeeper.

RSO/Salary Cap Field Instruction - New User

RSO/Salary Cap
Select the applicable option from the drop-down list if the employee is approved for regularly
scheduled overtime.

Select Roles Field Instruction

Select Roles
All roles are included on the report by default. To select one or more specific roles, press the Ctrl

key and select applicable roles.

Service Computation Date Field Instruction (Required)

Service Computation Date
Required field
Enter the employee's SCD.

OR

Select the date from the calendar icon.
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SSN Field Instruction (Required)

SSN
Required field
Enter the employee's Social Security number.

Standby AUO Percent Field Instruction

Standby AUO Percent
Select the percentage for the number of hours of standby used in week 1 and week 2 or the
Administratively Uncontrollable Overtime (AUQO) percentage for this employee, if applicable.

Standby Hours Week 1 Field Instruction

Standby Hours Week 1
Select the applicable option from the drop-down list if the employee is entitled to premium pay
for standby duty in week 1.

Standby Hours Week 2 Field Instruction - New User

Standby Hours Week 2
Select the applicable option from the drop-down list if the employee is entitled to premium pay
for standby duty in week 2.

Start Date Field Instruction - LTP (Required)

Start Date
Required field
Enter the date that the recipient may begin using the donated leave.

OR

Select the starting date from the calendar icon.

Start Page Field Instruction

Start Page
Displays the employee's highest role information. If the employee has more than one webTA
role, verify that the highest role available is selected from the drop-down list.
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Start Pay Period Field Instruction

Start Pay Period
Select the starting pay period for the report from the drop-down list.

Statement of Condition Field Instruction

Statement of Condition
Enter an explanation of the recipient's condition, if applicable.

State Code Field Instruction (Required)
State Code

Required field
Select the timekeeper's assigned State from the drop-down list.

State Field Instruction - Report Parameters

State
Select the applicable State from the drop-down list.

Status Change Day Field Instruction - New User
Status Change Day
Select the applicable start day from the drop-down list.
Status Change Type Field Instruction - New User
Status Change Type
Select start from the drop-down list.

Status Field Description - LTP

Status
Displays the status of the leave transfer account. Valid values are A11, Non-Closed, Open,
Close Pending, and Closed.

Status Field Instruction

Status
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Select the applicable request status for your search. Valid values are A11, Pending, Approved,
and Denied.

Supervisor Field Instruction

Supervisor

Enter the name of the supervisor for the request for which you are searching.
Supervisor Field Instruction - Reports

Supervisor
Enter the supervisor's name or select the Search button to search for and select the supervisor.

Note: Leave the field blank to run the report on all supervisors.

Supervisor Field Instruction (Required)
Supervisor
Required field
Enter the name of the employee’s supervisor.
OR

Select the search for Supervisor button to search for the supervisor by name.

Timekeeper Field Instruction

Timekeeper
Enter the name of the timekeeper for the request for which you are searching.

Timekeeper Field Instruction (Required)

Timekeeper
Required field
Enter the name of the employee's timekeeper.

OR

Select the search for Timekeeper button to search for the timekeeper by name.
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Timekeeper Field Instruction (Required) - New User

Timekeeper

Required field

Enter the employee's timekeeper number. This number is auto-populated from the timekeeper's
profile.

Timekeeper Field Instruction - Report Parameters

Timekeeper
Enter the applicable timekeeper's name.

OR

Select the search button to search for and select the applicable timekeeper.

Timekeeper's Organization Field Instruction

Timekeeper's Organization
Displays the timekeeper's organization code.

Timesheet Status Field Instruction

Timesheet Status
Select the applicable status from the drop-down list.

Timezone Field Instruction

Timezone
Select the employee's time zone from the drop-down list.

To PP Field Instruction

To PP
Select the ending pay period for the report from the drop-down list.

Tour of Duty Field Instruction (Required)
Tour of Duty

Required field
Select the employee’s tour of duty from the drop-down list. This field defaults to Full Time.
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Town Field Instruction (Required)

Town
Required Field
Enter in the timekeeper's assigned four-digit town code.

Type Field Description

Type
Displays the type of leave transfer account. Valid values are Emergency Leave Transfer
Program, Leave Bank Program, and Voluntary Leave Transfer Program.

Type Field Instruction

Type

Select the type of account from the drop-down list.
Unit Field Instruction

Unit

Enter the applicable unit for the report.
Unit Field Instruction (Required)

Unit

Required field
Enter the timekeeper's two-digit unit code.

User ID Field Instruction

User ID
Enter your eAuthentication user ID.

User ID Field Instruction (Required)

User ID
Required field
Enter a unique user ID.

Note: If the user ID entered is already being used, you will be prompted to enter another user ID.
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User ID Field Instruction - webTA
User ID
Enter your webTA user ID.

Users Field Instruction

Users

Select the type of user for the report from the drop-down list.

VLTP Recipient Field Description

VLTP Recipient

This field defaults to No when adding an employee.
Work Week Field Instruction

Work Week
Enter a work week description, if desired.
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